he 


Aah 


; 4 tno: pope OF bv 
pines Hes ies 
¢ fi ae at 


sathenen 
Magoo git 
apa 


rank 


a} 


. ‘ei 
peo fet 
wy 
‘ 


it >i > 


Lise, & 


BO S T OWN 
UWIVER SERS 
SS——ooooooooOeeeee 


ac 


cob. wy 
© 
Hig eteen 


ADMINISTRATION 


Class No. OMS ey 
Book No. Aba 
Acc. No. NALS 
Date (6 ee \aq 


PERSONNEL ADMINISTRATION FOR MEN 
IN 
COLLEGIATE SCHOOLS OF BUSINESS 


ee. A Thesis Presented for the 
Bey Degree of Master of Business Administration 
_ Boston University, College of Business Administration 


By 
SBR Norman H. Abbott, BeBeA. 
; Pebruary 1, 1929 


Written under the direction of 
Dr. Edwin M. Chamberlin 


a 
"6 ee ri ad 
ee ed 


a 


CONTENTS 

Chapter Page 
I The Historical Background and Develop- 

ment of Vocational Psychology. 4 
il Vocational and Educational Guidance 

in Colleges. 20 
bit The Need for a Personnel Program in 

Schools of College Level. 40 
IV Organization of the Collegiate Schools 

of Business. 51 
Vv Personnel Administration-Functions of 

the Department. 73 
VI Personnel Administration-Functions of 

the Department. 102 
VII Summary. 122 


Bibliography ; 127 


ern ee (ee eee, eR eM pe en eh 
} = a : - 
¥ 


fewat Kees Bipaseteale: fuutao’ 
Wal oLanoyat foun teenoF Se 3 


< 


ri ofcineys! Tornoaye® Pet > a 
— te - 
. 


> sf2Te waerk seogne =<: “S 
‘ + : or | ie ‘ 
s foarte Ste bas lind Sad Ser gots ce 
‘ 1€BO: mae 5 ee 
hs 
Ag 


aito far pie bee eee teed 
| Peerrregae Bie - 


’ 


S: edantrenracd onde 
z 5 


; : ye ind 
: autos 1a, 7 


- hi 


1 
The Historical Background and Development 


4 


of Vocational Psychology 


Brees. 1b: omer 


AVAnt 


Modern business and industry demand special- 


ization. The individual who has special abilities 
and capacities is needed for the commercial and 

; Sednstrial fields. Vocational psychology is a 
study of these individual differences. 

In the last analysis, our study of the indivi- 
dual and his special abilities and capacities is 
for the purpose of placing him in the right job- in 
the line of work for which he is best fitted. 

Heretofore many questionable methods of analy- 
zing character or predicting mental capacity have 
been used, Although the development has been slow, 
scientific progress is being made to disprove the 
pseudo-sciences, N evertheless, real psycholo- 
gists are finding it difficult to make practical 
progress because of the commercial exploitations of 
pseudo-psychology. 


Let us examine some of these pseudo-sciences. 


Astrology 
First, Astrology. Astrology is one of the - 


oldest methods of analyzing character. Although it 
is considered an absurdity to-day, it still is used 


in some employment offices. 


Digitized by the Internet Archive 
in 2017 with funding from 
Boston Library Consortium Member Libraries 


https ‘/larchive.org/details/personneladminisO0abbo 


Astrology is based upon the position of the 
stars the day on which a child was born. It is 
difficult to conceive that the position of Jupiter 
should have any connection with the occupation in 
which a pegson will be successful, but there are 
those who still place faith in the method. 

The Chicago Daily Tribune, a newspaper that 
calls itself the "world's greatest newspaper", pub- 


lished in May 5, 1923, issued the following which 


» 
iM 
x 
by 


is a part of a longer article: 


at al 
hp 


"The sun in conjunction with Jupiter makes 
this a most fortunate planetary rule. Almost any 
undertaking, be it pleasure or business, should 
meet with satisfaction under this sway. Jupiter 
sives power to all who lead in business or the pro- 
fessions. Bankers should meet with benefit. 


"Those whose birthday it is have the forecast 
of a lucky year for business, 


"Children born on this day should rise in life, 
but happy marriages are not among the predictions 
for the girls. 


"You have a remarkably retentive memory, and 
shouhd make a success of anything involving figures. 
You are probably fond of indoor games involving brain 
work, such as chess and bridge. You should have a 
good speaking voice, and would undoubtedly make a 
good public speaker." (1) 


» ry ra LS ee ‘ 
ae ee | Ne ae Pee eee a -_ 


Vocational psychology cannot develop properly 


ig we make illogical generalizationa based on a few 


(1) Harry D. Kitson, "The Psycholosy of Vocational 
Sone Cees ds Be Lippincott Col, Philadelphia, 1925, 
\p. 


zs 


observations, 


= 


Spiritualism 


‘The second questionable method is spiritualism. 


Spiritualism assumes that it is possible for indi-. 


viduals to communicate with spirits. Mediums are 


usually consulted who assist the person who seeks 


to communicate with a mind in the spirit world. 
Those persons who call themselves "Mediums" do not 


work in the employment office, but usvally are found 


in remote parts of the cities in which they operate. 


Harold E. Burtt in his book, Employment Psycho- 


logy, says, "Spiritualism has certainly nothing to 
contribute until its actual existance can be proven. 
It is illogical to assume communication with spirits 
until telepathy can be demonstrated and this has not 
yet been accomplished under laboratory conditions. 
Yet spiritualistic mediums are consulted on various 
problems of a vocational nature." (1) 


The influence of spiritualism is realized when 
we hear continually about the large number of persons 
who attend seAnces seeking information and advice 
about many questions of a personal and Robart buat na- 
ture, 

Burtt says, "Persons who accept advice from the 
Spirit world for vocational or other purposes are fly- 


ing in the face of science and putting themselves at 


the merey of ignorance or unscrupulousness in the form 
of a medium. "(2) 


l)Harold E. Burtt, Ph. D. "Employmen Psychology" Hotch- 


- 


a. 
a Ws 
ve, 


mm Mifflin Co., Boston, L926, B< 44% 
(2) As above p. 21 
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Phrenology 
‘Phrenology is a third type of pseudo-psycholo- 


gy that is still used in some employment offices of 
business and industry. The writer knows of two 
employment agencies in Boston who claim to select 
' candidates for employers by means of this unscien- 

tifie method of studying the cranial development of 
individuals. One of these agencies maintains that 
it can select the right vocation in which a man 
should enter Simply by having the subject submit 
himself to two or three consultations with the 
"phrenology expert" at five dollars a consultation. 

The historical bases of phrenology are presen- 
ted by H arold E. Burtt in Employment Psychology. 
He says, "Phrenology did have historically a little 
more semblance of a scientific basis t han the other 
pseudo-psychologies mentioned above. Science had 
discovered that certain parts of the brain were con- 
cerned with certain sensory or motor functions. Ef. 
a portion of the skull was removed and the surface 
of the brain stimulated, movements of certain muscles 
might take place, and by stimulating different parts 
of the brain different muscle groups could be made 
to contract, Moreover, injury to a certain portion 
bf the brain often left a person with some defect, 
such as, inability to see or hear or speak", (1) 

It was the work of the scientists to continue 
with the experiment and try to trace the effects of 


the injured.portion of the brain to that part of 
ey ee E. j 
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the body that was affected. The phrenologist, how- 


ever, was not willing to wait until a solution had 
been made by scientific study. He was too ready 
to accept the theory that there was a brain center 
es movements of certain parts of the body and if 
this were true, there should also be centers for 
memory, Vautenteresad., conscientiousness, and con- 
structiveness and other traits. 

By making casual observations of a few indivi- 
duals and noting the little cranial protuberances, 
he attempted to find a corresponding mental trait. 
He bes nat od: however, to ascertain whether any 
people with a similar protuberance lacked the traib . 
Be whether any with the trait lacked the protuberance. 

In the study of the lines of the head, the 
phrenologist aenien the following:- 

1. The mind is made up of faculties. 

2. Localization of faculties is in the brain. 

35. The size of the areas determines the strength 

of the corresponding faculties. 

The skull conforms to the brain, 

An examination of the skull areas, therefore, 
indicates the presences or the absences of 


traits, 
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All of these assumptions are erroneous. Sei- 
entific experiments show that the brain is not made 
up of faculties; there are no special areas in the 
brain, and that there is no direct relation between 
the development of a trait and the size of the corres- 
ponding part of the brain. 

The conelusions of the phrenologist are based 
on analysis of a small number of individuals rather 
than on the study of a large number of cases. No 
recent study has strengthened the belief of the-. 


phrenolorist, Burtt says, "A work written in 1832 
is still the standard to-day". (1) 


Physi ognomy 


Physiognomy, the last of the questionable me- 


thods for analyzing character to be discussed is 
Gtpbably the most widely used. It is confused many 
times with psychology. | Young men who enter our 
institutions are advised frequently by unknowing 
business men to study psycholocy believing that it 
is the same as physiognomy. 

People still look to these so-called experts 
of physiognomy for the purpose of having their vo- 


cation selected for them, It is hard to believe, 
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ss but it is unfortunately true, that many individuals 


are willing to spend money for the results of this 
method of analyzing character and predicting men- 
tal’ capacity, — 

Physiognomy is based upon a study of the phy-. 
sical features of a small number of individuals 
from which standards are made, Considerable signi- 
ficance is given to the high forehead, the receding 
ehin, high cheek bones, the heavy jaw and the thick 
neck. The possession of any one of these features 
indicates the abSence or presence of certain per- 
sonal traits or qualities, 

Many times the photograph is an important fea- 
ture of an application blank. When a firm adver- 
tises for men and hundreds of applications are re- 
ceived, the photograph is used to select those 
applicants who are to be given a personal interview. 
Physiognomy, as a method of selection enters when 
the photograph is used to study the personal quali- 
ties and capabilities of the applicant based upon 
his physical features. 

The employment manager who sits at his desk 


and watches every move of the approaching applicant 


Be). 53 gund who interviews him by placing significance on 


his physical features is making unscientific selec- 


tion. 

Scientific investigations under careful labora- 
tory conditions show the unwarranted importance 
given to the pseudo-psychologies. In his book, 
Employment Psychology, Burtt sums up the results of 
laboratory experiments of Miss Blackford's theory 
regarding the correlation between blondes'and bru- 
nettes' traits as follows:- "It has been shown sta- 
tistically that blondes possess the traits that are 
supposed to characterize brunettes to just as great 
an extent as do the brunettes themselves, while 
the brunettes rival the blondes in the possession 
of the alleged "blonde traits'™. (1) 

Correlations also show that when persons rate 
one another in several traits, the relations be- 
tween the measures and the actual traits is exact- 
ly what whuld have been expected by chance. 


The employment mamager and the vocational ad- 


viser should understand the purposes, methods and 


_ results of the pseudo-sciences but confine his ef- 


forts to the development of scientific psychology. 


Scientific Vocational Psychology 
The early studies in psychology were based on 
general laws and principles rather than on the dif- 
Se er ban on tne dit 


(1) Harold EF. Burtt, Ph. D. op. cit. p.45 
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ss ferences of individuals. They consisted in study- 


a, of 


ing the mental capacities in which all individuals 

4 were assumed to be alike rather than studying how 
and why individuals differeé in the same traits. 
For practical purposes, the differences be- 

tween individuals is more significant. Progress 

in vocational guidance and placement work ig much 

more practical when we concern ourse lves with the 

individual differences of our mental capacities and 
fit them to the prevailing specialized industries 
and businesses, 


During the rapid growth of our industrial sys- 


a 
h 


a 


tem, it became apparent that scientific selection 
of the individual was necessary. Employment mana- 


gers were called upon to secure the right man for 
Ds the right job ana little means were available, 


a 
_  . Young men began to wonder what were the qualifica- 


ee 
| ee 


tions for success in a particular job and whether 
Ng 7 < ‘ . . . 
wy he possessed those qualifications. 


Tae | It was necessary to analyze more completely 
“15 


= 


various mental factors, We became, therefore, more 


__-+«f@oncerned in the interest with which an individual 
“VE , 
does his work; the reasons why he is inspired to 


ss greater accomplishments; the mental and personal qua- 


Bo required for success; the methods of 
learning to do his work, 

Psychologists began to meet this problem by 
working out a technique of mental measurement. 

Many extensive testing programs were developed and © 
Eee ee Binet made a distinct contribution 
to the methods of measuring general intelligence. 

He was particularly interested in establishing tests 
for measuring the intelligence of children. His 
work was translated and revised by psychologists in 
this country and at the present time, we have the 
Stanford Revision of the Binet Simon Test. Terman 
also standardized reliable tests for measuring indi- 
vidual capacities, : 

Whipple, another early psychologist, collated 
the tests for special capacities. Munsterberg, 
however, was the pioneer in comparing individual ef- 
ficiency in tests with efficiency in an occupatione 
He carried on experiments with motormen of the 
*Boston Elevated" and the Boston telephone operators. 

With the development of the intelligence tests, 
there grew up also a movement called vocational 


guidance. The creation of so many different types 


ey eemdekinds of work, each requiring s-man with special 
oho Ss 
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abilities and capacities, calls for a more scien- 
tific approach to the problem of individual ad- 
justment. - Young men began to wonder whether or 
not they possessed the qualifications necessary for 
success in a particular job. 

The vocational guidance movement was started 
in Boston by eudenuer Frank Parsons of Boston 
University. (1) He realized that there were hun- 
dreds of young men in Boston who were anxious to 
receive depbaciiee and guidance in selecting their 
vocations. Because of a sincere desire to assist 
Wiesietic young men to become happier and assume 
the greater responsibilities of the growing indus- 
trial order, Professor Parsons opened a "vocational 
guidance" office in Boston in 1908. He invited 
young men to come to him with their personal and 
pobert ional problems. After listening to the in- 
dividual, he proceeded to offer assistance and ad- 
vice based upon a study of the pin Clonat problems. 


The need for vocational guidance was so apparent 


that Professor Parsons enlarged the scope of his 


work bY opening many other offices throughout the 


country and placing in charge competent men as coun- 


sellors. 


he 2 (1) Harry D. Kitson, "The Psycholosy of Vocational 
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_ However, it was the World War that brought 
_ the problems of vocational adjustment to the fore- 
ground. The country was faced with the task of 
having every person in the right job. For the 


successful completion of the War, it was essential 


that the millions of men called for service in the 


Army, the Navy, the Marines and the many other in- 
portant places should be assigned to the particular 
praneh in which their individual abilities and 
capacities could be used to the best advantage. 

The Scientific Psychologists, through their 
national organization, met at Harvard University and 
Pa ponled to the call "to arms" by offering their 
experience and methods in adjusting the men into 
the branch of the service in which they could be of 
the greatest benefit. The many phases of the ser- 
vice demanded special abilities and capacities, and 
through the psychology department, greater methods of 
efficiency were used in mobilizing the millions of 
men. 

By the end of the war, we found that personal 
psychology had an Seeuetaet place in civilian occu- 
pational life. The war psychologist contributed 


- methods and means for giving mental tests and it 
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became apparent that similar methods could be 


ms | used in specialized industry and business. The 
| problems dealing with the human factors were called 
ae "personnel problems". Employment managers, person- 
3 nel managers and efficiency experts came forth to 

parity psychological principles into our civilian 


life. 


At the close of the war, 


our colleges became 


crowded with men seeking admission. They desired 


the opportunities offered for higher education and 
social prestige. 
Professor Harry R. Wellman, in his report to 
the President on the Dartmouth College Bureau of 
Personnel Research, made the following statement 


that points out some of the reasons for this large 


influx of students. "But the close of the War found 
newly created wealth that could and did send men 

to college. Moreover, the general point of view 
regarding college education had changed and the new 
men that were coming to college accepted college as 
a part of the social structure rather than as an 
opportunity for higher education". (1) 


4 
Ot eae 


Prior to the War, vocational advise was an in- 


portant part of the Dean's work. The small enroll- 
ments permitted the Dean to sive the necessary time 
and advice to the student problems. With the large 


ar tmou College, Bureau of Personnel Research, 
Report to the President and Board of Trustees by Harry 
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R. Wellman, Chairman, December 1926, p. l 
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mumbers catcre ae colleges after the war, a new 
Reesor developed. Administrative and education- 
‘al duties required his attention and although he s 
still maintained an interest in the vocational pro- 
blem, he was unable to give the necessary time. 

The vocational guidance work in nearly every 
American college is engrusted now to the personnel 
or vocational department that is organized to take 
over the vocational work formerly done in the Dean's 
office. 

The problems of vocational adjustment are more 
pressing in the institutions of higher education and 
should receive the most careful consideration. 

The students in our colleges represent the "cream 
of the nation", young men with the best intellects, 
the best home backgrounds and best chances for 
serving the country. It would be folly to disre- 
gard the cry of this group for vocational guidance. 
These college young men should be given guidance of 
the most expert kind. 

Far too many college students, after completing 
their academic work, drift into jobs aimlessly with 


no vision, no knowledge of the vocations in which 
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enein: special abilities oad have been used to. 
greater happiness. 

Too few American colleges have organized and 
effective departments giving vocational guidance. 
Still fewer are the colleziate schools of business 
that attempt to give the guidance that is neces- 
sary in this complicated industrial and commercial 
ASE. Many colleges are considering the establish- 
ment of personnel departments, but the attention 
has been largely centered around the Administrative 


and Educational functions. It is only recently 


that the American colleges have realized the import- 


ance of the vocational adjustment problems. 
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Personnel work in the various colleses of the 
country differs in each institution. In some, 
the entire emphasis is placed on personnel research, 
while in others, the stress is aha ee on vocational 
guidance and placement and still in others, advice 
is given regarding elective and major courses and 
self-help activities. One institution develops a 
program based on one phase of the personnel work 
only, while another uses a combination of methods. 

It was the original plan of the writer to sur- 
vey the vocational guidance programs used expressly 
for the collegiate schools of business. .. However, 
s study of the development of this more recent 
phase of our educational program shows that no spe- 
cial consideration has been given to the student 
personnel problems of the business colleges. 

A study of the list of over fifty colleges of 
Commerce and Finance in the United States shows 
that each is a part of an old university. They are 
a recent addition to the educational program main- 


tained to meet the demands of business and industry 


for men trained in the fundamentals of organization 


and management. The colleges of this group that 
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have personnel departments administer the vocation- 
al program from central offices regardless of the 
field for which the student is preparing. 

Until recently the personnel problems of stu- 
dents in our institutions of higher education were 
considered as a part of the whole educational sys- 
tem. The essential factor is that vocational 
guidance places the student satisfactorilly, whe- 
ther he be in the College of Liberal Arts, the 
School of Medicine, Law School or the School of 
Commerce and Finance, It is apparent, however, 
that commercial occupations require a standard 
preparation that is necessarily different than 
the standards for the Arts and Professions. 

With this thought in mind, considerable at- 


tention is given now to the problems that are pe- 


euliar in placing the right man in the right job 


in the commercial occupations. 

In order that we may obtain a cross-section 
of the different kinds of personnel programs, a 
few of those used in some of our well-known univer- 


sities are outlined as follows:- 


Persomel Work at Northwestern University 


- Northwestern University is one of the most 


recent institutions to adopt iand develop an exten- 


sive persomel program. In October of 1922, 


L. B. Hopkins was appointed Director of Personnel. 
He says of the program; 


"Employing the ordinary term of Persommel, the 
work consists of Selection, Development, and Place- 
ment of students. It involves the recognition of 
the need for a tremendous amount of study of Oppor- 
tunities, Capacities and Desires. It demands an 
appreciation of the fact that individual students 
differ as well as other individuals, and that indi- 
vidual differences play a part in the scheme of edu- 
cation. It recognizes especially the limitations 
of our present knowledge in this field and the need, 
first, for a careful and constant checking of our 
present methods, and second, for the search for more 
reliable information on the basis of which improved 
methods may be created." (1) 


The students who apply for admission to North- 
western are selected carefully in order that only 
those who can receive the greatest benefit from 
the particular type of training and education will 
be enrolled, The aim of the personnel department 
is based upon the assumption that the purpose of the 
institution is to direct and prepare the students 
for their life work. The department is maintained 
to assist students to realize the responsibilities 


that they must assume upon graduation. It recogni- 


(1) L. B. Hopkins, "Personnel Work at Northwestern", 
Journel of Persommel Research, Voh. I, 1922-1923, 
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zes, no matter how capable the student might be, 
he must realize that the only way in which he 
can enter his selected vocation is to start as a 
beginner. The student shall be aided in his se- , 
lection of the business and consideration of the 
opportunities, but the department does not assume 
the function of securing placement. 

The persomel program consists also of a stu- 
dy of the failures and successes of the students 


upon graduation in order that the institution can 


decide what is the best position to offer. 


Horthweatern has done considerable work in 
the development of tests and rating scales for aid 
in the scientific selection of a vocation. It 
has also accumulated specific descriptions of occu- 
pations in order that the student may have suffi- 
cient occupational information on which to base | 
the selection of his life work. 

In summing up the work of the personnel deparés- 
ment, Mr. Hopkins says; 

"We are going to attempt to persuade industry 
to show cause why they should have the pick of our 
student graduates, at the same time that we are 


attempting to assist the student graduate to approach 
the new job well equipped to enter upon, and to pro- 


ress in, the work of his choice." (1) 
cs lL. B- Hopkins, op. Cit. p. 285 
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_ Personnel Work at the University 
of North ‘Carolina (1) 


President Chase and Dean Francis F. Bradshaw 
have introduced a comprehensive program effecting 
the educational and vocational careers of the stu- 


dents of the University of North Carolina. They 


are endeavoring to coordinate the program of stu- 


dent examining, counselling, and placement with 
the industrial, commercial, and professional de- 
mands of the state of North Carolina. 

The Department of Psycholosy is investigating 
methods for promoting the educational adjustment 
of students, and for psychological guidance in the 
choice of vocations, and in the adaptation to the 
Various phases of student life, 

The major problems for consideration of the 
Bureau of Personnel Research are:- 

1. Assembling of a complete bibliosraphy upon 
various phases of vocational and personnel 

' work. 

The collecting and administering of avail- 
able tests for measurement of intelligence 
and other traits of freshmen. 


(1) News Notes published in "The Journal of Per- 
senne! Reaearch® Vol. III, 1924-1925, p. 57 
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3. Working out of administrative technique. 
4. Developing of group scale for measurement 

“or personality traits. 

5. Promoting of mental hygiene among students. 

BHhe promoters of the program realize that the 
work is in its infancy, but some progress is be- 

ing made toward supplying a university need that 
exists at the University of North Carolina. 

Educational and Vocational Guidance Service 

at the University of Minnesota (1) 

Intelligence tests are used very successfully 
aaiike the different colleges of the University of 
Minnesota. 

The army intelligence examination A is given 
prior to or following the physical examination of 
freshmen in the Arts College and College of Educa- 
tion and in most cases prior to matriculation in 
the University proper, The results of the test do 
not effect admission. 

In 1922 the President appointed a University 


Committee on Educational Guidance. The student 


persomel service now given is an outgrowth of the 


work of this committee. 


The student personnel service is decentralized. 
ona S. Paterson, "Studen ersonne ervicee 
-at the Unigersity of Mimnesota", Journal of Person- 

nel Research, Vol. III, 1924-1925, p. 449 
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Various University committees are responsible for 
the actual work and planning of the personnel pro- 
grame No person is difectly responsible for the 
program. 
The educational and vocational guidance pro- 
gram consists of:- 

l. A series of educational guidance bulletins 
containing information regarding the vari- 
ous professions and vocations-job analysis. 
Orientation courses for Freshmen. 

Persomel advice through special advisers 
fitted for'personality studies. 
Preparation of personnel record card and 
collection of information for case histories. 
Health service and mental hygiene. A sur- 
vey of the Freshman Class is made to deter- 
mine the extent of the health problen. 
Personnel research and formulation of stu- 
dent personnel service policies. 
In his report of current personnel work at 
the University of Minnesota, presented at the May 
Conference on Vocational Guidance for Collese Stu- 


dents, Professor Donald G. Paterson sums up his 


_ paper with the following statement; 
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"This survey of the present status of student 
personnel service at the University of Minnesota 
is merely a summary of the development and exten- 
sion of a personnel program rather than a record 
of accomplishments, It would be wrong to assume 
that all of these activities are being carried on 
in an extensive way throughout the University."(1) 


Vocational Guidance at Colgate 


The Vocational Guidance Department at Colgate 
was inaugumated in the Fall of 1927. 


The program for the first semester consisted 


in interviewing abl the seniors regarding their vo- 


-@ational choice for a career. This was a purely 
practical problem wherein one depended almost en- 
tirely on the interview. In addition, the fresh- 
men were interviewed at least once. The freshmen 
group was regarded as the real research problems, 
the results of which will form the basis of further 
guidance work, Material for this study will be 
based upon information regarding their intelligence 
ratings on the American Council of Education tests, 
their introvert and extrovert score and their. psy- 
akoneatrotie score as given respectively by Laird's 
Personnel OS ie and B-2. Every member 
of the freshman class also filled out one of the 


oY} Donald G. Paterson, op. cit. p. 453 
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Vocational Interest Blanks prepared by E. K. Strong. 


Vocational placement of seniors was taken up 
during the second semester and assistance in actu- 
al placement was given, 
Freshmen were advised to use their summer vaca- 
tion period for orientation purposes, They should 
attempt to secure work in the field in which they 

have an interest. In addition, vocational monographs 
were developed in order that students could receive 
some information regarding the vocations in which 
they were interested, 

Considerable time was given to the problems of 
mental hygiene by the Director of Vocational Guidance 
He handled cases of nervous breakdown, personality 
difficulties, and discipline because of the lack of 
& psychiatrist, 

Professor G. H. Estabrooks assumed charge of 
vocational guidance activities at Colgate on a half- 
time basis. Considering this fact and also remen- 
bering that he carried a teaching schedule besides, 
we can appreciate that the vocational program could 
be nothing more than an approach to the vocational 
problem. He says; 


"On the whole the problem at Colgate is a pure- 
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ly practical one, and while we are hoping to carry 
on some research in the near future, the practical 
problem is uppermost and the one which must first 
be met.™ (1) 


Personnel Program at 
Leland Stanford University (2) 
By the use of intellisence tests at Stanford, 
Lewis M. Terman found that students disqualified 

for poor scholarship in an ordinary vear were cost- 
ing the University, before disqualification, a to- 
tal of approximately $105,000.00 over and above 
their tuition fees, As a result of this study, the 
Academic Council voted to require the Thorndike In- 
telligence Examination of all new undergraduate stu- 
dents. The plan of the Director of Personnel Re- 
search is to inaugurate the special aptitude tests, 
to continue the work already bezsun on the statisti- 
cal evaluation of various items on the application 
blank, and an analysis of vocational interests. 

The personnel department supplies significant 


data needed by the committees on scholarship, admis- 


Sion, registration, vocational guidance, honors, 


courses and graduation. Cooperation with the Dean — 
ews Notes publishe "The Journal of Personnel 

Research®, Vol. VII, No. 2, August, 1928, p. 149 

(2) Lewis M. Terman and Karl M. Cowdery, "Stanford's 

Program of University Personnel Research", Journal 

of Personnel Research, Vobh.4, 1925-1926, p. 263 
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of Wen aud Dean of Women is definitely implied. 


An appointment secretary makes use of the date 
avaibable from personnel research and should be 
able to test materials, processes, and products 
with which the university is concerned. 

Mr. Karl M. Cowdery who is Director of Per- 
sonnel Research at Leland Stanford Uniyersity is 
attached to the Registrar's Office, but no restrie- 
tions have been placed on the kinds of services 


that he may develop. 


Personnel Research at Dartmouth College(1) 
A committee of ten members is responsible for 
the administration of the personnel program at 
Dartmouth. ; The needs of the students are divided 
into four main divisions. They are:- 
Ls Physical-to safeguard the physique of the 
students. 
Mental health-to protect the health of the 
students. 
Educational-to provide a broad cultural edu- 
cation. 
Vocational advice-to assist in securing job 


opportunities 


(1) Prot. H. .R. Wellman, Re ort to the Presiden 
Board of Trustees, "The Dartmouth - College Bureau “ae 
Personnel Research", Dec. 1926 . 
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The administration of the program is organized 


a by classes. The needs of each class are studied 


carefully and the program has a direct relationship 
to the aaiette in their collese environment. 

The Committee on Personnel believes that the 
best equipment for life is a broad cultural education 
and refuses to give elective advice along vocation- 
al lines, It has an incidental interest in what 
aman intends to do when he completes his college 
course, The college does, however, accept the 
responsibility of acquainting a man with the profes- 

| Sions during his senior year and in being as help- 
ful to the individual as possible. 

The Department of Psycholozy works with the 
Bureau of Personnel Research in Siving and interpre- 


ting the psychological tests. 


Vocational and Educational Guidance 


in Many Other Colleges (1) 


The State Department of Education of Virginia 
has made recently a study of the respective programs 
of educational, vocational and social guidance in 
the Colleges of the country. 

. ate Departmen ucation of Virginia, "Voca 
tional and Pestianat Guidance on a College Legel", 


«4 mimeographed report published by the State Dep artt— 
BP tent of Education of Virginia, 1928 
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Ninety-three colleges distributed in forty 


states sent in material,oa study of which shows 

- what is being accomplished in guidance in the Ameri- 
can Colleges. lost of the colleges reporting 

sent detailed information and descriptive litera- 
ture. Some colleges admitted that they felt stu- 
dents of college level did not need guidance and 
that no program for guidance or counselling was 
used, 

A cross-section of the various parts of the 
program used is classified under fourteen differ- 
ent headings. 

1. Various Freshman Week Objectives 

&. Paculty meets students to acquaint them 
with the traditions, educational offerings, 
and material facilities. 

b. "At home" environment. 

€. Social gatherings. 

d. Lectures, 

e.Prior to opening of regular session of 
Altcons 

Different Orientation Courses 

a. Faculty lectures are given concerning vir- 


tues of their particular specialty. Sell- 
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b. Orientation courses by specislists to’ 
acquaint students with the forees a fac- 
tors in social development and progress.-: 

Outside Speakers on Vocational Opportunities 

a. Speakers representing the professional, 
commercial, and industrial vocations 

Faculty Advisers 

a. Faculty adviser system to handle problems 
dealing with: 

(1) Personal conduct 

(2) Selection of courses 
(3) Home contact 

(4) Finances 

C53 Religious activities 

Special untiiees on Educational Advice aml 

Direction 

a. Upperclassmen supervising the activities 
the underslassmen. 

b. Contact with other students. 

ce. Student advisers are assisted by faculty 
visers when major problems arise. 


6. Intelligence Tests 
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a. Mental examination 


_b. Performance tests 
¢. Physical examinations 
Note-"The tests most frequently used in de- 
termining student abilities are the Otis Ss. 
A.-Higher Examination, The Thurston Test IV, 
Hotz Algebra Test, Thurston Vocational Gui- 
dance Tests, Monroe Reading Tests, Prussey 
English Composition Tests, Stengquist Mechani- 
Cal Ability Tests and the Brotemarkle Compari- 
son Test." 
Student Histories 
a. Educational history 
(1) Previous accomplishments 
(2) Records of admission 
(3) Progress in college 
b. Medical history 
(1) Physical reports 
(2) Health problems 
Social history 
(1) Statements of chihdhood 
(2) Statements of early adolescence 
(3) High school activities 


(4) College activities 
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‘d. Economie History 
(1) Source of income 
(2) Type of work 
(3) Analysis of student economic type 
e. Family History 
(1) Educational background of parents 
(2) Physical ratings of parents 
(3) Analysis of home 
(4) Family standing 
(5) Analysis of family income 
f. Student interests, attitudes and problems 
Rat{ngs of Personal Qualities 
a. Faculty judgment of students 
b. Rate of rater 
Special Courses Offered 
fe Study of occupations 
b. Orientation 
ec. Social development 
d. Citizenship 
10. Library Facilities-special shelves contain- 
ing books dealing with vocational guidance 


and occupations. The use is voluntary. 


1 Motion Pictures, furnished by 


&@. Commercial motion picture distributors 


dD. Student organizations 

@. College authorities 

Employment and Placement Bureau 

a. Vocational counsellor and guidance 

b. Piacement 

Tryout Courses During Academic Year 

a. Part-time work under supervision of place- 
ment follow-up and guidance officer - 

Vacation Employment 

a. Students specializing in certain branches 
are oifered opportunities to work during 
vacation periods. 

b. Summer engineering camps 

Conclusions: - 

"Only in rare instances does the literature show 
that colleges are maintaining anything that even 
approaches a complete system of guidance." (1) 

The main emphasis is being placed on giving 
students information and personal advice in order 
that they may make an intelligent choice of a vo- 
cation, based upon a thorough knowledge of their 
abilities and potentialities. 


(1) State Department of Education of Virginia, 
Op. Ort... p, 10 
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The Vocational Plan at Boston University (1) 
‘The gait ane course at the Boston University 
Gollege of Business Administration normally re- 

quires five years. The first four years are in 
resident academic study and the fifth is the required 
year of Supervised Employment. The student does 
not receive his degree until he has demonstrated 
his capacity to fit himself to business. 

The vocational guidance program. is divided in- 
to three divisions, counselling, placement, and 
supervision. The personnel program is largely a 


matter of suggestion and information rather than 


by arbitrary decision of the faculty members. 


The vocational plan is outlined as follows:- 
Freshman year 
1. Intelligence rating 
2. Cumulative vocational record card 
3. Orientation courses 
4. Personal interviews 
5. Part time placement assistance 
Sophomore Year 

1. Vocational record card 

x 2. Personal conferences 

(ly) Horace G. Thacker, "The Vocational Plan at Boston 


University", a paper prepared for the Personnel Re- 
search Federation, New York, 1928 


3. Vocational Round Table weekly lec- 
tures-attendance required. 
Junior year 
1. Monthly vocational meetings-atten- 
dance required 
Student interviews with members of the 
Business Men's Vocational Board 
3. Vocational thesis 
Senior year 
l. Supervised employment 
2. Employer contacts 
3. AsSignments of practical problems 
Vocational adjustment is the most difficult 
problem of the young man in business, and the prac- 
tical guidance and cooperation given by Boston Uni- 
versity and the employer during the period of Super- 


vised Employment is considered a valuable step in 


effective vocational adjustment. 


tami s i” Bt 
‘The Need For a Personnel Program 


in Schools of College Level 
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"Modern industry", says Burtt, "is especially 
concerned with three things - raw materials, equip- 
ment to construct the product from raw materials, 
and human beings to operate the equipment, keep re- 
cords, plan and supervise." (1) 

We have made rapid progress in our study of 
raw materials through the sciences of geology, bot- 
any, and chemistry.e Mechanical inventions have 
provided the machinery which is used to transform 
the raw materials to the finished product. Engi- 
neering has advanced to a high degree of accuracy 
and achievement. 

The greatest problem that confronts us is the 
adjustment of human beings to the changes brought 
about by the rapid development of the first two 
things mentioned by Burtt. The problem is one of 
psychology - the science of human behavior. 

It was in the latter part of the nineteenth 
century that management began to realize that 


there was considerable inefficiency in industry. 


The task was one of personnel management 
(1) Harold E. Burtt, Phe De, Ope Gite pe 24 
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whether it be in business, industry or education. 
Every employment manager was familiar with the 
square peg in the round hole. 

In the face of all these changes the person- 
nel problems of industry and business are, today, 
the problems of the colleges. There develops a 
direct relation between the work of industry and 
business and the colleges. The American Colleges 
and particularly the Collegiate Schools of Busi- 
ness produce the men who are to become the leaders 
in the field. 

There grows in the public mind the conviction 
that many people are engaged in work for which 
they are not suited. The individual does not know 
what he wants to do or whether he possesses the 
necessary requirements. More and more it is ap- 
parent that if the individual is given sufficient 
information and counsel regarding his own qualifi- 
cations and the vocational choices open to him he 
is better able to fit successfully into life. 

(1) Harry D. Kitson, “The Psychology of Vocational 
Adjustment." Je Be Lippencott Company, Philadel- 
phia. pe 8. 
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Thege ideas and facts have culminated into 
the work of “vocational guidance”. Naturally 
the proper place to direct the efforts is in our 
educational institutions on the theory that if we 
could direct the students toward the work for 
which they are best fitted society as a whole 
would benefit. 

The changing conditions not only in business 
and industry, but also in our educational insti- 
tutions brought about a further advancement in 
vocational guidance. 

"Ag late ag 1900 the highest percentage of 
men attending college came from educational back- 
grounds, the numbers in the early part of the 
century were few." says Professor Wellman. (1) 

After the War the percentages changed mate- 
rially.- Instead of nearly all of the students 
entering the professions approximately 60% entered 


business. Instead of students coming from educa- 
tional backgrounds they come from the average 

(1) Harry Re Wellman - Relation of College Employ- 
ment Services to Industry. Proceedings of the 
Eastern College Meteoaact Officers. Vole I, No. l, 


1926, De 5. 
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American homes. College became a social exper- 
ience to help adjust individuals to the environ- 
ment of business. 

These changing conditions foree the individ- 
ual to make occupational adjustments. Vocational 
guidance becomes a continuous factor in the life 
of every individual. However, the increase in 
the students in our colleges presents a new pro- 
blem to the Dean's office. The educational and 
administrative work demands more time than has, 
heretofore, been given. The personnel problems 
become tremendous and véekixe the transfer of 
the work to a personnel department where voca- 
tional guidance can be given more satisfactorily. 

With the increase in expenditures for public 
education in the United States, which has doubled 
since 1920, the colleges must show some tangible 
results for the money that is being expended. (1) 
Elimination of wastes through scientific study is 
necessarye Only by means of scientific study of 
(lL) The iccotimt Record Supplement, “Job 
Specifications”. American Council on Education, 
Washington, De Ce, October, No. 5, 1927, pe 3. 
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individuals can tangible results be obtained. 
Our institutions must, therefore, produce 
a product that is in demand by our industries 
and businesses. The product, being the indi- 
vidual student, must have some idea where he 
igs going when college work is completed. He 
must be informed and guided into the occupa- 


tion for which he is best fitted. 


Lack of a Unified Personnel Program 

Surely, the colleges will have to know 
more about the individual student if it is to 
do a better job. It is necessary to have a 
plan - an ever changing one that is always in 
advance of our achievements. 

Widespread interest in personnel methods 
has developed since the results of the person- 
nel work accomplished by the Army during the 
War. The results have proved very valuable in 
their application to industry and business. 

The Army developed two agencies that as- 
sisted in evaluating individual abilities and 
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placing the right man in the right job. (1) 
The Division of Psychology of the Surgeon 
General's office produced the well-known Army 
Alpha Test. This test wags given to more than 
two million soldiers. A study of the results 
demonstrated the enormous range of individual 
differences among young men with regard to the 
test measured. A probable relationship between 
test score and type of work suited to each in- 
dividual was also indicated in the study of the 
results of the tests. 

The second agency was the Committee on 
Classification of Personnel. This Committee 
developed practical tools for use in discover- 
ing talents by the using of qualification cards, 
trade specifications, trade tests, performance 
tests, and personnel specifications. 

These agencies were elements in a personnel 
system that has been evolving but without any 
coordinating centralized bureau. 
fl) The Educational Record - “Job Specifications", 
Supplement, American Council on Education, Washing- 
ton, De Ce, October, No. 5, 1927, pe. 4- 
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In 1925, the American Council on Education, 
Washington, De Ce, with the financial support 
of Mre John De Rockerfeller, Jr, began a study 
of the personnel procedure in fourteen institu- 
tions. (1) By experimental development the 
Conncil hopes to find a method to meet the new 
problems of the American Colleges. 

Gradually, the colleges are realizing the 
need of the intelligence or psychological tests 
that are now developing rapidlye More and more 
we see the necessity of selecting our students 
who seek admission to colleges in order that we 
may find those who can best benefit by the work 
offered and Who can be depended upon to discover 
the vocation which they should follow after com- 
pleting college work. 

Thousands of students in our institutions 
are unknown to the professors who teach them. 

A better knowledge of the physical and moral 
traits or previous history and family background 
(1) David A. Robertson, “Personnel Methoas in 
College". The Educational Record, American 


Council on Education, Washington, De Ce, Vol. 8, 
Noe 4, Pe 310. 
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will assist them to understand student problems 
and improve their teaching methods. 

A study of poor scholarship many times aids 
in checking up the health record of students. 
Often, scholastic difficulty is due to a lack 
of health service or mental hygiene. Again, we 
realize the benefit of student contacts with 
faculty members. A system of faculty advisers 
aids in establishing intimate relations with 
students and in securing the essential facts for 
a complete personal record of the individual. 

The need for vocational counseling and 
placement assistance is in every college. Voca- 
tional information should be available to aid 
students in analyzing their own capacities and 
interests in relation to the vocation they in- 
tend to select. 

No part of the information ghould be re- 
lied upon exclusively but an analysis of the 
complete records should form the bases of any 


vocational assistance or advice. 
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The main problem is to secure the fundamen- 
tal factors that make for the successful accom- 
plishment of the personnel problem and adjust 
these factors to the Colleges. 

To meet this need a unified program is 
suggested in the following pages. Although, 
many colleges are doing research work and rapid 
progress is being made a unified personnel pro- 
gram is ae available. It should not be supposed, 
however, that the suggested program will fit 
every kind of school and college in the country. 
The plan is outlined from the standpoint of the 
colleges of commerce and finance but the pro- 
blems of many other colleges of the university 
are go Similar that very little difference in 


programs is anticipated. 


Lack of Trained Personnel Workers 
Professor Wellman, in an outline submitted 
to the meeting of the Eastern College Personnel 
Officers held in Boston, April 15, 1927, on 


"Specifications for College Personnel Work" made 
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the following statement; "“.e.e. There are excel- 
lent people engaged in personnel work. There 
are, however, no recognized sources from which 


replacements can be drawn, nor is there any 


method possible at the present time by which train- 


ing for personnel work can be conducted in an ade- 
quate manner.” (1) 

If a unified personnel program is to be ef- 
fectively established methods must be developed 
to discover and train potential leaders. These 
are essential when we realize that progress in 
personnel work depends on the quality of lLeader- 
ship. 

It is suggested that a complete study of 
the job specifications of personnel workers 
ghould be made and that some progressive insti- 
tution provide a course of training for leaders 
in vocational guidance. An institution who has 
sufficient financial support can secure the 
leaders in the field for instruction and re- 
searche 


(1) Harry R. Wellman, “Specifications for College 


Personnel Work". Proceedings of the Eastern 


College Personnel Officers, April 15, 1927, Vol. 1, 


No. 3, pe 24. 
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Organization of the Collegiate Schools 
of Business 
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During the last few years there has been 
a rapid increase in the number of schools of 
commerce and a remarkable increase in registra- 
tione The growth has alarmed many educators 
of the country who have not been very enthusi- 
astic about the development of the professional 
school for business. 

The professional schools of commerce, 
nevertheless, have proved so successful and 
have attracted so many students that it indi- 
cates an urgent and vital need for them. There 
is no doubt that they are here to remain and 
to become an important factor in the advance- 
ment of higher education. 

Business colleges, stated in terms of their 
vocational objective, should aim to prepare its 
students ultimately to become:- 

le Responsible business executives; or 

2. Professional or technical experts, as ac- 
countants, statisticians, commercial sec- 
retaries, and members of governmental 


regulating bodies; or 
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3. Teachers of business subjects. (1) 


Organization (2) 


The collegiate school of business is organ- 
ized as a part of the institution of higher edu- 
catione The relationship is shown in the follow- 
ing outline: 

ie Board of Trustees 

2. President of the University 
3. Business eeadadiint 

4. Dean of the College 

5. Faculty of the College 


6. Student Personnel 


Board of Trustees 
The Board of Trustees is the legislative 
body of the institution. It should pass legis- 
lative laws that really organizes according to 


the true nature of a constitution of higher edu- 


cation. After passi the laws, the Board 

(L) The Ronala cana Souauet bare of the Tenth 
Annual Meeting of the American Association of 
Collegiate Schools of Business, Chicago, Illinois, 
May 3, 4 and 5, 1928, The Ronald Press Company, 
New York, pe 7. 

(2) Arthur Lefevre, "The Organization and Adminis- 
trative of a State's Institution of Higher Educa- 
tion". Von Boeckmann - Jones Co. Printers, 1914. 
Part of material for Organization program taken 
from this book. 
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should study the results and the effect on the 
educational processes or the technical side of 
teaching. 

The President of the institution is a mem- 
ber of the Board as the chief executive officer 


of that b odye 


President 

The President has a legitimate and respon- 
gible relation to every part of the institution 
and to every person connected with it. This 
control, however, should not be dictatorial. 

“Loyal, hearty, helpful relation should ex- 
ist between faculty and president." (1) 

It is the duty of the President to see that 
the laws enacted by the Board are put into ef- 
fect. He is the intimate expert adviser of the 
Board, with the right, inherent in the responsi- 
bility of his presidency over the institution, 
of selecting and nominating all appointees to 
university positions. The whole conduct and 


development of the institution is dependent on 


his leadership. 
(1) Arthur oe Ope Gite Pe LIB. 
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Business Management 


The careful management of a university's 
business affairs is in charge of a businesg 
manager. The business manager is responsible 
for the details of all the business affairs. 
He is directly in charge of the supervision 
of the business offices, the superintendents 
of buildings and the consulting of engineers 
and architect. 

It is essential that a spirit of coopera- 
tion exist between the business manager, the 
president and the faculties. No dictatorial 
attitude should exist in the office of the 


Business Manager. 


Dean 
The Dean must preserve the ideals enforced 
by the faculties of the colleges and of the un- 
iversity. He is the executive officer of his 
faculty. His primary function is to see to the 
execution of all the ordinances and regulations 
enacted by the faculty for the administration 


of its curriculum and the government of students. 
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The Dean becomes the direct subordinate of the 


Presidente 


Paculty 
The faculty is co-ordinate with, not sub- 


ordinate to, the board of trustees. Authority 
for the management of all teaching and all work 
for the advancement and dissemination of know- 
ledge undertaken in its official capacity is 
assigned to the faculty of the college. It is 
responsible to the dean for the administration 


of the curricula. | 


Student Personnel 

The department of Student Personnel is a 
late addition to organization of a Collegiate 
School of Business. However, it must be under- 
stood that if the colleges are to meet the de- 
mands of industry and business the methods for 
the preparation and guidance of the students 
must be gonsidered a vital part of the educa- 
tional institution. 


With the Dean overburdened by the adminis- 
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trative and educational duties demanded by the 
rapid growth of our institutions, the student 
personnel problems can no longer receive his 
personal attention. Even though he enjoyed as- 
sisting the young men who came to him with per- 
sonnel problems,he has found it necessary to 
shift this responsibility to another department. 

In addition to the tremendous increase in 
the Dean's duties, the faculty members have be- 
come overburdened by the large numbers of young 
men and they are tempted to hide themselves in 
the subject in which they have specialized. 
Although they are eager to offer departmental 
information many times they lose sight of the 
individual and the relation of the student's 
educational training to the adaptation of the 
student to the occupational world. 

The business college has always been in- 
terested in the selection and development of 
the individual and the proper analysis of the 
vocational problems. In fact, our institutions 


realize that no student can adjust himself to 
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the social and economic world unless considerable 
research and a Logical personnel program is ad- 
ministered. It is for this reason that a person- 
nel department should be a distinct part of the 
college organization. 

The President, the Dean, and the Faculty 
must be heartily in accord with the personnel pro- 
gram of the college. It is only through the co- 
operation of the entire college and university 
that a vocational guidance program can perform 
effectively its responsibilities. 

Miss Florence Jackson, Wellesley College, in 
an address presented to the Eastern College Per- 
sonnel Officers at Amherst, Massachusetts, January 
14, 1927, made the following statement; 

“If the President does not believe that each 
student is a matter of concern to the colleges 
from the time of receiving the first letter of in- 
quiry up to and after graduation, and does not be- 
lieve whole heartedly in centralized records, if 
he does not support the personnel work morally, 
and also practically by arranging for a sufficient 
number of workers at fairly suitable salaries, the 


personnel bureau of the college has little chance 

of success." (1) 

(1) Florence Jackson, "What Should Be bxpected of 

College Personnel Work? From the College Angle.” 

Proceedings of the Eastern College Personnel Offi- 
gers, 19387, Yol. 1, Now 2, pe 33- 
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A study of the proceedings of the meetings 
over the last few years of the American Associa- 
tion of Collegiate Schools of Business indicates 
a decided interest in the problems of personnel. 
More than half of the time allowed for papers 
and discussion has been given to this vital sub- 
ject. 

It is for these reasons that an attempt is 
made to outline a program for personnel work 
which can conform to the requirements of most of 
our Collegiate Schools of Business. 

The following outline of a proposed person- 


nel program shows the direct relationship of the 


problem to the several branches of the profession- 


al school of business. The functions and job 
specifications for the personnel or vocational 
department staff will be presented in detail in 
the chapters that follow. 
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The Organization of a Personnel Department 
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Dean 

Director of Personnel Department-Chairman 
Head of Psychology Department 

Officer in charge of admissions 
Supervisor of Placements 


Director of Physical Education and Hygiene 


Personnel Department Staff 
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Director of Personnel Department 
Director of Preshmen 
Sophomore Adviser 

Junior Adviser 

Senior Adviser 

Supervisor of Placement 
Officer in charge of 

(1) Part time placement 
(2) Loans and scholarships 
(3) Housing 
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The Dean's Relation to the Personnel 
epartmen 


As executive officer of his faculty and as 
director of the curriculum and administrative 
programs of the Collegiate School of Business, 
the Dean is directly interested in the organiza- 
tion, policies and accomplishments of the per- 
gonnel office. The personnel bureau is the en- 
largement of the Dean's office. As stated be- 
fore, it has come into being because of the ina- 
bility of the Dean to handle the many personal 
problems of the individual students since the 
coming of large numbers to colleges. 

The personnel work of a Collegiate School 
af Vusiness will have little suecess if the 
Dean fails to realize the importance of the vo- 
cational guidance of its students. Vocational 
guidance can be effective only when the execu- 
tive officer of the faculty is conscious of the 
needs of the students and attempts to assist 
them. 


Vocational guidance can be more effectively 


sig 
ia 
i. 


‘ ~ 


“se 
fenpeyret me ates BAnBe 9 
e7eC me 


tte ovine core *S : 


* 


fod. any to seergorq 


Re 


OF es wit . 9 be BA aa eer - be a. edt. 


Re 


armaooce 


35 fhte 
lit geentert 
ty eftet Raed 


rink berg lanoitsao 


performed if the Dean is able to impress his fac- 
| ulty with the seriousness of the problems of per- 
sonnel. 

The Dean is then, logically, a very impor- 
tant member of the Committee on Personnel. In 
this position he is able to pass on the exper- 
iences and results of the fundamental problems 


and policies thet have been developing in per- 


sonnel work. 


Committee on Personnel 

The most efficient end effective plan to 
organize the personnel activity is to have the 
work in charge of a Committee on Personnel. 
The Committee is comprised of six members. Each 
one is actively concerned in some phase of person- 
nel activity. They are: 

1. Dean 

Re Director of Personnel Department-Chairman 

5. Head of the Psychology Department 

4. Officer in Charge of Admissions 

5. Supervisor of Placements 


6. Director of Physical Education and Hygiene 
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The committee acts in an advisory capacity. 
The members actively engaged in the several 
phases of the educational program which touch 
the vital points of the students’ problems are 
Gompetent, as a group, to direct the policies 
of the vocational bureau. 

Working under the direction of a Committee 
on Personnel comprising members who are experts 
in the different branches of activity, the per- 
gonnel program will meet better the needs of 
the student. The importance of each branch will 
be emphasized with no undue stress given to any 
one. 

Sympathetic cooperation of faculty members 
will be gecured through the interest and atten- 
tion given by the members of the advisory com- 
mittee. The favorable attitude of the student 
toward the vocational process is maintained when 
all members of the faculty are devoted to the 
policies and activities of the personnel program. 

The organization of the Committee on Person- 


nel meets at regular intervals to discuss the 
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aims and objectives of the college in its rela- 
tionship to the individual students that it 
serves. The Committee is not something that is 
simply good in itself. It is only 4 means by 
Which the combined efforts of the group can be 
made to accomplish a maximum in the realization 


of the accepted aims or purposes. 


Director of Personnel Department 


The Director of the Personnel Department 
is chairman of the committee. He is directly 
responsible for the administration of the per- 
sonnel program and is the iaheat man to lead 
the discussions and the constructive program of 
the committee. The director's duties and rela- 
tions to the personnel work are discussed under 


the “functions of the department" that follows. 


Head of the Psychology Department 
We are aware of the fact that psychologi- 


cal factors influence the result of many inter- 
views held in personnel bureaus. Since psychol- 
ogists have turned their efforts from the gener- 


al principles to the individual differences, 
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great progress has been made in the field of 
psychology. 

During the War, the Division of Psychology 
of the Surgeon General's Office produced the 
Army Alpha Teste The range of individual dif- 
ferences in "mental alertness and other factors 
measured was shown when results of the tests 


given to over two million soldiers were studied." 
(1) 

Harry De Kitson in his book "The Psychology 
of Vocational Adjustment” sums up briefly, but 
very clearly, the development of personnel work. 
He says: 


"That which served to bring the science of 
psychology more closely to the problems of voca- 
tional adjustment was the crisis of the World 
War, when the very laws of citizens depended on 
having every person in the right job. The science 
of psychology Was called upon for assistance. It 
responded with methods that were found practical 
and effective, and it developed them to such an 
extent that by the time the war ended, there 
emerged a very respectable body of knowledge called 
personnel psychology which is recognized to have a 
large and important place in civilian occupational 
(1) The Educational I - Supplement, Tob 
Specifications”, American Council on Education, 
Washington, De Ce, October 1927, Now 5, pe 4. 
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life. Its contributions are connected chiefly 
with mental tests, the gelection of employees, 
and the analysis of occupational tasks." (1) 

Many psychologists, with this war exper- 
ience as a background, are engaged in the appli- 
cation of psychological technique to the educa- 
tional and vocational programs of our colleges. 

Tne organization of the Psychology Depart- 
ment in the program of the College supplies much 
of the technical information that is needed for 
the cultural advancement of its students. The 
department presents the important subjects for 
a scientific investigation of human behavior and 
provided for the study, the formulation and 
standardization of tests and rating scales for 
practical use. The statistical methods used in 
psychological research are a part of the psycho- 
logical department program. 

The result of this technique is a direct 
contribution to the work of the personnel bureau. 
The scientific point of view of the value of 
Ti) Harry Dy Ritson, "the Paycholosy of Vooatioval 
Adjustment”, J. Be Lippincott Company, Philadel- 
phia, 1925, p. 14. 
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tests, the practical use of rating scales, the 
importance of the letter of reference, the value 


of a self-analysis program, and the occupational 


Significance of general intelligence are available 


through the committee on personnel if the Head of 


the Psychology Department is a member. The Psy- 
chology Department is able to supply the commit- 
tee with sound methods of procedure baged on 


scientific research. 


Officer in Charge of Admissions 

Large numbers of students who enter our 
colleges of business are unable to carry the 
curriculum offered. The failure may be due to 
geveral reasonse- First, they may lack the nec- 
essary mental ability to do the higher grade of 
work. Second, there may be a decided lack of 
interest in business because the abilities 
should be directed in another channel, such as 
the fields of technology, law or medicine. 
Third, they may possess poor habits of study. 
And, finally, the cause may be due to the method 


of instruction or the selection of material 
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offered by the faculty members. 

The officer in charge of Admissions must 
understand these problems if he is to select 
students that can be placed in the proper posi- 
tions upon completion of academic work. Insti- 
tutions who overlook the necessity of selecting 
students on this bases cannot meet, with the 
greatest success, the placement problems of the 
personnel bureau. 

As a member of the Committee on Personnel, 
the officer in charge of admissions is alive to 
the standards that must be maintained in the 
selection of students. He is confronted with 
the problems through his contact with the heads 
of other departments who are members of the per- 
gonnel committee and who are aware of the desir- 
ability of the selective process. 

In other words the admission officer, when 
selecting students, endeavors to picture the 
students four years hence as they come to the 
vocational department for placement. This can 


be accomplished only through an understanding of 
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the problems throughout the student's academic 


careere 


Supervisor of Placements 


The officer in charge of vocational place- 
ments must have a thorough knowledge of the 
qualifications of men required for positions in 
business and industry. He must also have com- 
plete information about the occupations for 
which the students are being trained. His abil- 
ity to analyze the needs of business and the 
need of the students gives him information and 
facts that are essential in carrying on an effec- 
tive personnel programe As a member of the Com- 
mittee on Personnel, he offers the benefits and 
results of his experierees in handling the voca- 
tional problems of men. 

Much of his work is in the field making con- 
tacts with employers and following the practical 
work of the students who have completed acadenia 
worke An analvsis of these problems by other 


members of the committee aid in selecting a per- 
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sonnel policy that can meet all the needs of 
the educational field in its relation to the 
occupational career. 
Director of Physical Education and 
Hygiene 

Mental health is an important factor in 
the program of the colleges. Efforts are made 
to conserve and improve the health of the stu- 
dents who come under the direction of the col- 
lege authorities. Mental disorders impair the 
academic work of the students and if allowed to 
continue, they become difficult problems for 
the personnel bureau to handle. Especially is 
this true in relation to the placement problem. 

A program of physical education should be 
required in every institution. The Collegiate 
School of Business may accept one of two forms 
that are now in general use. Reserve Officers 
Training Corps are located in many institutions 
and a training in Army procedure is given. 


Other institutions require attendance at gymna- 


gium classes for physical development and educa- 
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tion. Indirectly, both plans aim at the impor- 
tant thing: that of providing sufficent physi- 
cal training to keep the body fit for the 
strenuous tasks. 

The psychiatrist has great responsibility 
in the college programe Dre Milton A. Harring- 
ton, psychiatrist at Dartmouth College, holds 
that the college psychiatrist should be a re- 
search worker, a consultant to the faculty, and 
a teacher, as well as an adviser to the individ- 
ual student. These views of Dr. Harrington il- 
lustrate the growing importance of the health 
factor in the solution of personnel problems. 

In summing up the duties of the college 
psychiatrist, Dre Milton Ae Harrington, Dartmouth 
College says the following; 

"The task of mental hygiene in the college 
or university therefore involves two things; 
giving the student during his four years of col- 
lege life an environment which in so far as is 
possible will be conducive to his mental health, 
and giving him instruction regarding the facts 


and principles of mental hygiene which he will 
need for the proper regulation of his own life, 
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not only during his undergraduate days, but also 
in the years which lie before him." (1) 


The director of physical education and hy- 
giene is charged with assisting the students to 
properly control and direct the forces of the 
human mind. He, with the assistance of the 
psychiatrist and medical doctors, is able to bring, 
to the committee on personnel, accurate scientific 


knowledge and results of science in helping man 


to meet the every day problems with a well built 


body and a clean mind. The director of physical 
education and hygiene plays an important part in 
the selection and enforcing of the policies of a per- 
sonnel program. He is a part of the personnel 
bureau that must not be overlooked. 

1) Milton A. Harrington, M.D., “Mental Hygiene 
in the College". The Journal of Personnel Re- 


search, The Williams & Wilkins Company, Baltimore, 
1926, Vol. 4, 1925-1926, p. 471. 
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‘Personnel Administration - Functions 


of the Department 
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A recent survey of the growth of commercial 
education in institutions of higher education 
indicates that there are sixty-one universities 
that have four-year courses in commerce. The 
total registration for the academic year 1927- 
1928 in these institutions was 58,145 students. 
Although, there are many other colleges and 
universities offering two-year and three-year 
courses in commerce for this study we are inter- 
ested primarily in the development of a uniform 
personnel program in the four-year schools. 

An important factor in Mr. Wright's survey 
is that two-thirds of the total number of four- 
year schools (41) have over three hundred stu- 
dents enrolled. (1) 

It igs apparent that a personnel program 
developed in the various Collegiate Schools of 
Business will vary in each institution. The 
writer believes, however, that the fundamental 

roblems and principles are approximately the 
rT} He Ge Wright, “A Survey SF the a in 
Commerce Education". An article published in 


‘The Deltasig", November, 1928, Vol. XXI, Issue 
5 Pe 23. 
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game in all the colleges, regardless of their 
size. 

In institutions that have an enrollment 
of over three hundred students the program for 
the organization of personnel work, as here 
recommended, may be used effectively. However, 
the functions of all the different phases of 
the program should be accomplished. It may be 
agsumed that a college with an enrollment of 
from three hundred to one thousand students 
will not need as many men in the personnel de- 
partment; nevertheless, each one should be 
responsible for a portion of the program. 

Many times it may appear that the small insti- 
tution does not require the services of full 
time members of the personnel department, 
other than the director. In these cases, fac- 
ulty members with a teaching schedule may 
carry on the work. 

The larger the commercial school enrollment 
becomes, greater are the demands for personnel 


work. It is necessary then to enlarge the de- 
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partment personnel to meet the needs. 


Colleges with one thousand or more students 


need the full time services of qualified men to 
earry on the functions of the different phases 


of the personnel work. 


In order that we may understand more clearly 


the work of the department the functions of each 


member will be discussed separately. 


Director of Personnel Department 


The Director of Personnel is the executive 
officer of his department. He is responsible 
for the assimilation, organization, and super- 
vision of the personnel program of the college. 

His primary responsibility is to satisfy 
the studentse He must maintain the physical 
and mental health of the students under his 
supervision. His next task is to administer 
the educational program of the department in 
order that students may obtain the greatest 
benefits from the instruction of the faculty. 
Finally, he must be sure that the vocational 


advice and assistance are given at the proper 
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period in the academic life of the students. 

The personnel bureau is a service bureau. 
It is maintained for the service of the faculty 
members and the institution as a whole. Cooper- 
ation is the keynote and the director must strive 
to win the confidence of the members of the per- 
gonnel committee as well as the members of the 
faculty. Without the continued cooperation of 
every department, the personnel program becomes 
ineffective and accomplishes little. 

Professor Wellman indicates the importance 
of cooperation in the administration of the per- 
gonnel program when he says; 

"In this connection, the personnel officer 
would do well to see to it that the faculty and 
administrative officers of the college are always 
informed of the work being done by the bureau; 
cooperation must be gought and must be offered; 
the personnel officer must accept the responsi- 
bility of selling the value of his work to the 
faculty and administration and he must keep on 
selling it." (1) 

The policies regarding the arrangement of 
the work in the department and the kind of per- 
(1) Harry R. Wellman, “Specifications for Col- 
lege Personnel Work". An article reprinted 
from the "Educational Record” for October, 1927. 
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gons that are employed for the staff are made by 
the Director. He must understand, thoroughly, 
the problems of each membere 

With the assistance and advice of the mem- 
bers of the personnel committee, the Director 
establishes policies to determine the job that 
is to be done by the colleges for industry and 
business. A reasonable amount of objective and 
subjective analysis is needed to determine the 
qualities, capacities and capabilities of the 
individual students in order that they may ob- 
tain helpful vocational advice. 

The Director must have his department or- 
ganized in such a way that he can supply, on 
short notice, significant data needed by the 
scholarship committee, admission officer, regis- 
trar, and placement officer. Personnel research 
is a vital part of the work which receives the 
attention of the Director. He must direct the 
work of those who are doing vocational research 


in the fields of testing and rating. 
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Statistician 


Next in importance to the Director of Per- 


gonnel ig the department statistician. The basis 
of all the work depends on the success or failure 
of the statistician to assimulate, study, promote, 
and recommend the essential personnel research 
problems. 

The statistician is more than a clerk hand- 
ling the figures given to him by certain members 
of the department. His work requires more than 
the understanding of statistics and statistical 
methodse In addition, he must possess the train- 
ing of a scientific psychologist, the background 
of an educator and the experience of a business 
industrial executive. 

In psychology we search for relations be- 
tween conduct and environment of the individual. 
We are interested in the relation between success 
and failure; the relation between academic work 
and extra curriculum activity; the relation be- 
tween academic records and business employment; 


the relation between this and that. When we are 
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dealing with scientific problems, we desire to 
understand what it is all about. 

Again, many of us look upon work as a 
necessary evil - the means by which we live. 
It is the purpose of research in psychology to 
assist the individual to understand himself and 
help him to harmonize the every day tasks with 
the more important part - himself. 

The statistician, therefore, must be a 
research experte He must study, by scientific 
methods, the relation of man to the trades, 
arts, and professions and submit to the Direc- 
tor of the Personnel Bureau the best methods 
for the proper procedure of an effective pro- 
grame 

The statistician depends upon the coopera- 
tion of every member of the personnel depart- 
ment and every member of the faculty. 

The responsibility for assimilation of 
records, the keeping of the records up-to-date 
and the securing of results of trade tests and 


rating scales rests largely with*members of all 
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departments whoge members come in contact with 


the student through the different parts of the 


personnel programe Every member of the faculty 
gecures psychological facts that form a part of 
the student's history. The effectiveness of 
the whole program is lost if these facts do not 
reach the office of the statistician where they 
are made a part of the vocational record. 

It is not the purpose of the writer to sub- 
mit the personnel methods to use in meeting the 
problem of all schools and colleges of business. 
The needs of each institution are different and 
methods must be adopted to meet the needs of 
the particular college. There is no "best meth- 
od" that can be submitted in a program of this 
kind. The fact that we are dealing with the in- 
dividual and trying to adjust him to the produe- 
tive work necessary to live satisfactorily makes 
each problem different. 

All that a program of personnel can attempt 
to do is to set up the machinery for the carrying 


out of the work. The duties of each phase of the 
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work may be defined, but the methods and results 
may be obtained in entirely different ways. 

Again, the work of the statistician is con- 
cerned with the physical, mental and spiritual 
qualities of every student with whom he comes in 
contact. 

Robert Me Yerkes in his article on "What is 
Personnel Research” points out very clearly the 
important work of the statistician in gathering 
information necessary for a clear understanding 
of the physical, mental and spiritual qualities 
of students. He says; 


"Much already has been accomplished in the 
study of the relations of the body of the worker 
to industrial demands. Specifications are being 
prepared which indicate the ordinary requirements 
of jobs and occupations and enable the employment 
manager, in the light of definite knowledge of 
the worker, to estimate his degree of physical 
fitness or adequacy for a particular kind of work. 
The individual may be too large or too small, too 
strong or too weak, too quick or too slow, too 
resistant to fatigue or not sufficiently go to 
meet the requirements of a particular task with- 
out waste and without personal harm. There is 
no reason why industry should not know alike and 
with practical acouracy, occupational requirement 
and the bodily characteristics and capacity of 
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the worker, go that these two sets of facts may 
it get satisfactorily related to each other.” 

It is reasonable to assume that the college 
personnel bureau will continue to study and sup- 
ply the knowledge of the individual for the pur- 
pose of adjusting him to business and industry. 
Our educational system should be able to study 
the individual while in college to find out what 
his physical qualities are and what physical 
qualifications he will be required to meet for 
a particular position in business or industry. 

Although a person may be fit physically for 
a particular occupation, he may be entirely un- 
fit mentally. Intelligence is an important fac- 
tor and the institutions find that it is neces- 
sary to study the mental qualities of the individ- 
ual. Personnel research must measure the mental 
qualities. 

Says Yerkes; 

"To measure mental traits accurately and ser- 
(1) Robert Me Yerkes, "What is Personnel nesearch", 
Journal of Personnel Research, Williams and Wilkins 
Company, Vole 1, 1922-1923, p. 59. 
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viceably is not an easy task, for the psychologi- 
cal make-up of a person is complex and many ob- 
viously important traits are difficult to isolate 
and evaluate." (1) 

The world war brought about, through the ef- 
forts of the psychologists in the United States 
Army, that intelligence could be measured reason- 
ably reliably. The importance of pergonnel re- 
search of mental qualities is based on the recog- 
nition of the principles laid down and the methods 
used by the psychological division of the United 
States Army. 

Yerkes gays, of the spiritual factors, the 
following; 

"Though the bodily and mental constitution 


of a person by adequately known and exactly 


fitted to the carefully predetermined require- 
ments of a given occupation, the person may be 
misplaced or may make sad mistakes in choosing a 
vocation because of ignorance or neglect of char- 
acter and moral constitution.” (2) 

The spiritual, moral or religious factors 
are the most difficult for the statistician to 
study for determining methods of procedure. It 
is impossible for him to analyze and measure 


However, meas- 


character by scientific methods. 
obert M. Yerkes - Ope Cite Pe 
(2) Ibid pe 60. 
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urements may be supplied to determine some quali- 
ties of character. When we consider that vocation- 
al guidance is aided considerably by availability 
of such measurements, we ask the statistician to 
study the methods and provide the technique. 

The experience and training of the statisti- 
Gian should enable him to study and make a distine- 
tive contribution to the psychological problems 
that are confronting the institution in its voca- 
tional guidance program. In directing the student 
in his preparation for his life work, the personnel 


department is faced with the necessity of obtaining 


more reliable information on the following problems: 


1. Personal record 

2- Intelligence tests 

3. Rating scales 

4. Vocational monographs 


5. Interviews 


Pergonal Record 
Beneficial vocational advice ig based upon 
records. Intelligent personnel work cannot be 


done unless the entire accomplishments of a stu- 
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dent are available for the use of the advisers 
and placement officers who are working with the 
individual. Authentic records of performance 
are necessary. It is the duty of statistician 
to see that the records are available and proper 
methods of procedure sre given as part of the 
instruction for their use. 

The statistician will find that the person- 
nel staff will need to have facts that are per- 
tinent to the student's accomplishments. The 
gathering of these facts is an important duty of 
the statistician. Personnel officers should of- 
fer advice based only on the records and unless 
available the advice is inadeauate.e. With infor- 
mation relative to the educational history, all 
the previous academic record ig obtained. The 
grammar and high school educational record to- 
gether with the college admission record gives 
an adviser a picture of the student's educational 
interests. 

The medical history shows the physical and 
health problems that have been met by the stu- 
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dent with a statement of the results. More and 
more consideration is given to mental hygiene 
and to the ability of the student to conserve 
energy and health. In order to properly control 
and direct the human body, the personal record 
must produce information that will assist the 
vocational advisers to view the individual case 
from the right angle. 

The social history gives us information re- 
garding the environment in which the student de- 
veloved. Personal characteristics are so vitally 
important in outlining a career that the knowledge 
of the high school activities and college activi- 
ties of the student is essential. 

Information regarding the financial ciroum- 
stances of the student assists the adviser to 
understand the economic problems. The economic 
history is an important source of help for the 
adviser. 

Other information that will assist in giv- 
ing the personnel department an idea of the stu- 


dent's interests, attitudes and problems will 
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add greatly to the effectiveness of the personal 
record of the students. 

The extent of the information, the arrange- 
ment of the data, and the use of the material 
depend upon the needs of the statistician for 
the problem that is recommended. Certain infor- 
mation may be of value for the personnel problem 
of one business college, but very impractical 
for the use in another. 

The time has not yet arrived when a uniform 
personal history blank can be used in all the 
collegiate schools of business. Each college 
has individual problems and data that is used to 
meet these specific problems are collected 
through the recommendation of the statistician. 
A study of the personal records used in other 
colleges, however, will assist the statistician 
in investigating many points of approach to the 


problems of individual guidance. 


Intelligence Tests 


The intelligence tests must be considered 


as only one of several methods that may be used 
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in assisting the personnel officer to give sound 
vocational advice. 

Various psychological tests have value but 
they also have a great deal of danger if a per- 
sonnel officer places all advice on results of 
tests. When properly used, the results of in- 
telligence tests are a great aid. 

The statistician is responsible for the 
kinds of intelligence tests that shall be used 
in the personnel department. He is responsible 
also for the effective use of the results of 
the tests by the members of the department. It 
is important, however, that the use of the re- 
sults of intelligence tests be explained to 
those who tee vocational guidance. 

The result of the study of "Vocational 
and Educational Guidance on a College Level" 
carried on by the State Department of Education 
of Virginia indicates that intelligence tests 
are being used widely. 

The report reads; 


"The tests which are most frequently used 
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in determining students’ abilities are the Otis 
S. Ae - Higher Examination, The Thurston Test 
IV, Holtz Algebra Test, Thurston Vocational 
Guidance Tests, Monroe Reading Tests, Prussey 
English Composition Tests, Stenquist Mechanical 
Ability Tests, and the Brotemarkle Comparison 
Teste These tests are not listed in their order 
of frequency." (1) 

The psychological department in many col- 
leges develops intelligence tests for use in 
their own college. The results of these tests 
are usually used as a part of the admission 
programe Generally speaking, tests have shown 
that those men in the lowest fifth of any in- 
telligence group tests usually have a difficult 
time finishing college work. Other tests devel- 
oped and given by the psychological departments 
indicate whether a man's mechanical abilities 
are greater than his professional abilities. 

The results of the tests developed and 
used by the psychological departments should be- 


come a part of the record of the personnel de- 


partmente The department statistician must se- 


cure the information and interpret the results. 
(1) State Department of EERE ED of Virginia. 


"Vocational and Educational Guidance on a College 


Level”. A mimeographed report sent out by the 
State of Virginia, 1928. 
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Rating Scales 


There is no best method of obtaining rat- 
ings of personnel qualities. The statistician 
of the personnel department must be capable of 
developing rating scales that are the most reli- 
able for the particular institution. The rating 
scales must be adapted to circumstances. There 
will be different methods used because of the 
particular needs of each institution. 

Although worthy of further study and im- 
provement, rating scales are useful and should 
be developed rather than abandoned. They should, 
however, be used with caution. 

The difficulties in securing the results of 
rating scales are in the lack of cooperation on 
the part of the person who is furnishing the in- 


formatione Many raters use snap judgments; 


others are careless in filling out questionnaires. 


Frequently, raters are prejudiced in favor of one 


particular personal quality and are liable to 
rate an individual in other qualities in respect 


to the favored characteristic. 
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The Committee on Personality Measurements 
directed by the American Council on Education 
hag made a thorough study of rating scales. (1) 
It reports that personnel work demands, in ad- 
dition to ability and aptitude tests, estimates 
and measurements of personality traits. The 
Committee recognizes rating scale techniques as 
provisional, pending development of objective 
measgurementse Sufficient progress has been 
made to warrant trial in measuring certain per- 
gonality traits. In view of the small number of 
valid tests of personality traits, it recognizes 
that rating scales will be necessary for some 
time to come. 

The statistician can accomplish much by 
providing rating scales for use in the personnel 
bureau. He must assume that the ratings merely 
express opinions and must familiarize the users 
of the results of the scales with the technique 
and the value of the information. 

(1) Report of the Committee on Personnel Methods, 


‘The Educational Record", Supplement, July 1928, 
Noe 8, Pe 7. 


91 


es 


+ eats Le Ne NS ND ITE: om ge a ere 


are mo aotFlasod afT 


~~ —— s 4 h f 
je dagotatts #2 etem gan 


sw foournrdéstred ted? eProner JT 


m ot Yeine taervraw 6t eben 
+t v - L , 
. +r a 
.§ «87 .8@T? 5; fs BeBteB 
in 4 . > te i Nt tae 
. 

7 oe >_< 4 pag 
— ” 
OT J Siig 

? ~~ + ¢ eft? 

. s ’ F - - T& eet 


rro tut she, to eri ay one 


Vocational Monographs 
Ocaupational information regarding the op- 


portunities for students preparing for specific 
fields of work should be available for the use 
by those giving vocational guidance. The mater- 
ial should also be available to students for 
their perusal and study. 

The American Council on Education, through 
its Committee on Vocational Monographs, has pre- 
pared a statement defining the results which a 
well written monograph should achieve, the type 
of information which it should contain, and 
source of information and method of its presenta- 
tion. The committee has developed a working 
model outline for the preparation of vocational 
monographs. 

The statistician should cooperate and as- 
sist in the development of vocational monographs. 
Many times this cooperation is obtained by in- 
teresting graduate students, who are writing 
theses for Master Degrees, to write vocational 


monographse All monographs and other occupa- 
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tional information should be available by fac- 
ulty members, vocational advisers, and students 
either at the personnel bureau or in a special 


section of the College Library. 


The Interview 

The purpose of the interview is to assist 
the student in securing complete and accurate 
information regarding his capacities and abili- 
ties. Complete and accurate information is not 
available unless the statistician assimulates 
the results of all the personnel technique and 
makes it accessable to the interviewer. The 
statistician must recommend methods for the 


interview based unon the results of studies of 


the personal record card, the intelligence tests, 


the rating scales and the vocational monographs. 
However, the interview is not the final 


step in the personnel program. The interviewer 


must assist the statistician in accumulating the 


results of the interview. 


Secretarial and Clerical Help 


The secretarial and clerical assistance will 
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vary in each institution. The organization of 
this work will depend largely on the program 
submitted and the thoroughness of the Director 
of the Personnel Department in studying the 
many phases of personnel work as well as the 
keeping of records. 
Records are the bases of personnel work 
and must be authentic. The primary necessity 
for an effective personnel program is sufficient 
assistants to carry on the detail work entailed 
in assimulating all of the information that must 
be obtained before the student is interviewed. 
Under the supervision of the Director, ac- 


curate and dependable records must be obtained. 


EDUCATIONAL 
Director of Freshmen 
The work of the Director of Freshmen, in 
the program of personnel, is to acquaint the 
first year student with the major problems in 
the social and economic development of civili- 


zation. 
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Early in the first part of the year, each 
freshman is interviewed by the Director of 
Freshmen, mainly, to assist the student in ori- 
enting himself to the new surroundings. Every 
effort is made to make the freshman feel at 
home e 

The first interview is a very important 
step in the vocational guidance program of the 
individual. Although no definite occupational 
information or vocational advice is given, the 
Director attempts to find out the present life 
work interest of the student. 

In order to place the freshman at ease, 
the personal record card is not shown or filled 
out during the interview. The information re- 
garding his present vocational interests, his 
interest in campus activities, his particular 
academic field in which he intends to major, 
his favorite course of study, his physical 
handicaps, if any, his financial status and 
use of his spare time should be included in the 


report of the interviewer. The adviser also 
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submits a brief statement outlining his impres- 
sions of the student and listing any recommenda- 
tions that were made. All this information is 
assimulated by the statistician and becomes a 
part of the general personal record folder of 
the individual. 

The Director of Preshmen is in charge of 
orientation courses which are a part of the 
college curriculum. The courses are arranged 
so that the freshman may obtain a broader out- 
look and an opportunity to discover and develop 
his intellectual interests in a particular field. 
In many cases, it may be advisable to have, as 
instructors of the orientation courses, members 
of the faculty who understand fully the guidance 
program of the college. Outside speakers, spe- 
Gialists in particular fields of work, who un- 
derstand the problems of the freshman in adjust- 
ing himself to the social and economic condition 
can be used most effectively. 

Freshmen Week is a desirable feature of a 


first year programe The director of freshmen 
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attempts to acquaint the first year students 
with the traditions, educational offerings, 
and the material facilities that are found 

in the new environment. The gathering should 
be as informal as possible. 

The Director of Freshmen is responsible 
also for the giving of the psychological tests 
to the members of the freshman class. The 
psychological tests serve as a basis for re- 
cords and research and the results are a 
necessary part of the personal record card. 
The psychology department may prepare, admin- 
ister and correct the tests, but the Freshmen 
Director must make sure that the program is 
completed and the results are submitted to the 
office of records. 

The freshman should be encouraged to come 
to the Director for frequent interviews. No 
interview is unimportant and the result of each 
one is reported to the personnel department 
statistician. At the beginning of the second 


term, the interviewer assists the student in 
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arranging his academic schedule. At this time, 
he ig encouraged to make plans for his sophomore 
yeare | 

Because of the direct contact with the 
freshman, the director of the group is in a posi- 
tion to know when a student needs mental hygiene 
and health servicee It is his duty to recommend 
to the director of physical education and hygiene 
the students who need the attention of a psychia- 
trist. The health service is available at any 
time and students who need special examinations, 
consultation or remedial treatment are encouraged 
to make use of the offices. Reports on special 
Gases and results of the physical examination 
given to each freshman are submitted to the sta- 
tistician for the records. 

The director of freshmen is the "father" of 
each first year man. He watches over and cares 
for the new man. The effectiveness of the voca- 
tional guidance given at the end of the senior 
year depends upon the complete information re- 


garding every phase of the student's college and 
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personal life that is collected during the un- 
tried days. Every member of the personnel de- 
partment must cooperate in making the work of 


the freshman director more productive. 


Sophomore Adviser 
The second year man is guided by the sgoph- 


omore Advisere As soon as possible after the 
opening of college, the sophomore is given a 
personal interview. He is invited to use freely 
the privilege of further interviews and arrange- 
ments are made to take care of such requests. 

The sophomore is urged to complete his re- 
quired work and is encouraged to finish the 
courses that he dislikes. He is given further 
information and suggestions regarding the educa-~ 
tional possibilities for further study upon the 
completion of hig undergraduate work. The so- 
cial and spiritual life of the etndent mst be 
guided with tact and proper consideration. 

The interviewer reports any mental or phy- 
Sical disorders to the proper departments and 


encourages the student. to enter the recreational 
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activities provided by the department of physical 
educations 

There is no program arranged for specific 
vocational advice during the second year. The 
program is of a strictly educational nature. It 
is possible, in many cases, to provide education- 
al moving picture films to show the manufacturing 
and marketing problems of some particular product. 
Many times these films are provided by firms whose 
goods are ghowne Travel a of an education- 
al nature may be included also. 

The Sophomore Adviser submits the information 
obtained through interviews and observation to the 
statistician who adds it to the personal record 
card of the individual. A carefully prepared rat- 
ing scale form prepared by the statistician is 
presented to the Sophomore Adviser who completes 
the questionnaire without prejudice. When several 
of the questionnaires are completed and studied, 
the relationship between many of the personal 
characteristics presents helpful information for 


use in future interviews. 
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Vocational 
Junior Adviser 

The educational program of the personnel 
department ends with the Junior year. Up to 
this period, the student is encouraged to per- 
form all his educational work in the best pos- 
sible way, with no emphasis on specific voca- 
tional training. Now, for the next two years, 
he is urged to seek vatott aunt information. 

He is confronted with the responsibility of 
making vocational decisions. 

The basis of sound vocational guidance is 
information. The student therefore, must spend 
considerable time in studying the occupations 
in which he is interested. Many times, it is 
desirable that he secure information regarding 
ag many occupations as possible. 

It ig not very difficult to understand why 
the Junior does not hesitate to arrange fre- 
quent interviews with the Junior Adviser. By 
the beginning of the third year he appreciates 


the services offered by the personnel bureau. 
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It is, pe oe unnecessary to require inter- 
views. The Junior is willing to seek out the 
adviser when confronted with personal problems 
regarding curricula, sex, and religion. 

The class adviser has the opportunity to 
watch carefully the recreational and physical 
activities of the student. Information regard- 
ing these activities plus the personality rat- 
ings should be provided the statistician for the 
personal record card. 

Douglas Fryer says; 

"A vocation should be chosen because we 
are strongly qualified physically and mentally 
for the work." (1) 

In order that an individual may adapt him- 
self to the ocaunational world, he must be con- 
scious of the abilities and special aptitudes 
necessary for successful achievements in a par- 
ticular field of interest. In addition, he 
must measure carefully his own physical and men- 
tal qualifications in relation to the vocation. 

Vocational information for the Junior is 


(1) Douglas Fryer, “Vocational Self-Guidance", 


Je Be Lippencott Company, Philadelphia, pe 2. 
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provided in several ways. One very effective 
way is to invite men, who represent the commer- 
Gial and industrial vocations, to speak at month- 
ly class meetings held during the year. These 
speakers must be chosen carefully and trained 
properly. It is highly essential that they un- 
derstand not only the vocational opportunities 
in his field, but also the problems of the stu- 
dent. The student must not be swayed by dynamic 
personalities or by poor preparation and presen- 
tation of the subject matter. He must be able 
to judge the merits of the material presented 
and make decisions based upon considerable 
thought. 

Another method for providing vocational in- 
formation is the establishing of contacts with 
successful business men who are accessible for 
personal interviews with students. The inter- 
view permits the business representative to present 
the opportunities in his particular field; to out- 
line the requirements for success in the business; 


and to give an unbiased opinion as to whether the 
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student ig likely to be successful in that occu- 
pation. Cooperating business men are willing 
usually to report to the bureau the result of 
the interview. 

At least three such interviews, and as many 
more as practicable, are recommended. The per- 
gonal interview with the executive assists the 
student in preparing the way for his task as a 
position seeker. He becomes familiar with the 
demands of industry and business. Then,too, 
many times he removes the feeling of over-con- 
fidence in his ability while quite often he 
realizes his timidity. An opnortunity to over- 
come these shortcomings is provided. 

The contact that the college personnel 
bureau maintains with the executives assists 
the placement officer in securing the occupa- 
tional opportunities that are available in the 
firms which they represent. 

At this point it is well to remind our- 
selves that industry and business must be per- 


sguaded to show cause why they should select the 


w 


most promising college men. 

The vocational information presented by 
the class lectures of successful executives, 
the occupational information given to the stu- 
dent through the personal interviews with busi- 
ness executives, the study of literature on vo- 
cational guidance found in the personnel office 
or the college library, the information received 
through personal interviews with class advisers 
prepare the student for the selection of a voca- 
tion in which he is particularly interested. 

After this selection, a vocational thesis, 
which includes a further intensive study of the 
opportunities for college men in that field, is 
required of the Juniore It is prepared and sub- 
mitted during the latter part of the third year. 

The thesis should be comprehensivé and 
cover a thorough study of the field in which his 
selection is made. The investigation includes 
Fesin of interest, such as, a brief history of 
the general type of business or industry and 


the specific field of work, the number of people 
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employed in it, the varieties of work in it, 

the opportunities for commercial and industrial 
enterprise, the proportion of men in the occu- 
pation who work on a salary basis, the initial 
salary, the social environment of the occupa- 
tion, and the relative amount of competition in 
the field. It should contain a job analysis of 
the starting position for a college trained man 
and also a study of the personal characteristics 
that are essential for success in the occupation. 

After a careful analysis of his own mental 
and physical capacities and abilities, the stu- 
dent compares them with the requirements of the 
occupation. He concludes, from this research, 
whether or not he is still qualified and inter- 
ested in the particular career studied. 

With all of this preparation it is contrary 
to experience to believe that all college stu- 
dents can select a line of work in the junior 
year and subsequently find it particularly at- 
tractive to them. The main advantage of the 


vocational thesis is to aid the student in grasp- 


oo 
7. 
é 

%, 


a 
o “ee 
ds 


ot ni teow te selteltey say yer 
ieitterinl bitte. fatorersqe “sot sets tnuid soaan 
-coso adf ot nem So ao lttoqene® eas or 


Iettint emt 


at noltiveqmooe Yo Jarome ovitale: sit ten vio 
to alsylene dct B nintiaw Pines Fe | bros tit - 
BIN tlert esefiad a tot aoitieed aiutrets edt © 


otieitotoustete Istoeter ed? to ybote. «dais seat > 


wtott?esrooe edt gb seesere vet Saitastes ava fae 


fa¢aem owo eff to eit¢lane Isterteo © Tease 

8 ed? ,neteiiide Bre Beliiveqas Iesiayiq, ae 
it “o sloaemeticoet ont di iw oeat sotaqne saee 
,cotseset etd? mot? ,pebafomoo eh > .asiteumeon 


-rofai ina Beltfferp ffite et od ten to seneeee 


-bethuta reetan cafmolicted oxft HE betes 


Ite. neee 


s furtt avelied of sakertoqreoe 


<0 Liss} } ut Xrow te omk’ # Poefee nee aireg 


~-t« Ulrelwotttaq ti_te!? =itniatpestte bee esee 


+ [6 egetuavEkse ofan off . spread? co? -eviv open 


Joe 


stead yralas 8 ne Szov one no hime ee 


ee 


-agiooe edt Yo taomiothvad S8ioom eds CALAR g 


tusbrte exf bla of SE Sizer? fatoivasey 


in os 


Ya 
an 
© 


ail 
at 
~ 


ing, more readily, the essential requirements 
of the occupations. Even though he decides 
against the vocation analyzed, he has eliminated 
one field of endeavor which otherwise may take 
years of practical experience to eliminate. 

Before the close of the third year, the stu- 
dent is required to interview the Placement Offi- 
cere This contact gives the officer an opportun- 
ity to meet the student and summarize his record, 
activities and vocational interests. Most of the 
interviews, heretofore, have been stereotyped - 
the questions and information to be secured have 
been definitely prearranged. Standardized inter- 
views are dangerous, however, when carried to the 
placement officer. He must be able therefore to 
guide the conversation according to the interests 
of the student and discover the student's person- 
ality in relation to the definite vocational work 
Which is gelected. 

Par too often the stndent comes to the Place- 
ment Officer, at the end of the senior year when 


he is ready for employment, without any personal 
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contact that will assist the officer to properly 
advise and place the student. An interview at 
the end of the junior year will eliminate the 
possibility of any discouragement or dissatis- 
faction on the part of the student and the de- 
partment. 

Summer placements for the purpose of try- 
out employment for Juniors is encouraged by the 
Director of Placement. There is no doubt that 
employers are calling continually upon the col- 
lege placement officers for assistance in secur- 
ing student workers, who are interested in enter- 
ing a business or industry for “try-out", with an 
understanding that a permanent position is avail- 
able after graduation if conditions are mutually 
satisfactory. 

Summer try-out employment is receiving the 
attention of many industries and colleges. It 
ig a field that shonld receive our careful con- 
sideration. It is well, therefore, to define 
the term as used in this study. Mr. Ne Me Me- 


Knight of Columbia defines the term as follows; 
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“In the first place to define Summer Try-out 
Placement, I think we ghould say that it includes 
any summer placement where the student-worker is 
furnished with an insight into the principles, 
operations, requirements and opportunities of a 
business or profession which he may consider enter- 
ing after graduation. There are, of course, a num- 
ber of varieties of summer work which may be con- 
sidered Try-out Placements; 


1. A position secured by a student with a 
company Which is definitely interested 
in him, the student being definitely 
interested in the company. 


2 A position secured by a student with a 
company which makes no promise for the 
future, the student, however, being in- 
terested in the company or at least in 
the business carried on by the company. 


3e A position secured by a student with a 
company in a field of work in which he 
is interested, but without the specific 
intention on the student's part of try- 
ing to secure a permanent job with the 
company. 


4. A position secured by a student in a 
line of work which the student does not 
intend to follow, but which will give 
him experience necessary to some allied 
type of work which he does plan to fol- 
1 OW. 


"Phere are, of course, a number of additional 
variations. Ag a matter of fact almost all summer 
jobs have something of a try-out aspect." (1) 


Summer try-out position should be handled as 
(1) Nicholas M. McKnight, “Summer Placements for 
the Purpose of Try-out Employment". <A paper pre- 
pared for the Eastern College Personnel Officers. 
Autumn Session, October 1927, Vole II, No. l, 
edited by Norman He Abbott, Secretary. 
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special casese Too much emphasis should not be 
placed on the selection of a definite vocation. 
The student is not encouraged to make an attempt 
at a final solution of his vocational problem. 
Summer work, however, is a method provided to 
introduce the student to organizations that most 
frequently offer permanent opnortunities to col- 
lege graduates and allow a better understanding 
of the occupational requirements. No student who 
ig dependent upon his summer earnings to pay his 
college expenses for the senior year is encour- 
aged to select a "try-out” position. Students 
who depend upon earnings should secure work that 
will be financially profitable with no considera- 
tion of vocational selection. 

The Director of the Personnel Department is 
available for any personal conferences regarding 
any particular question or subject. The junior 
is encouraged to call upon the Director at fre- 
quent intervals. Personal relations are essen- 
tial for self-guidance and it is only through con- 


tact with the personnel department that the stu- 
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dent can expect to receive the most effective vo- 


cational guidance. 


Senior Adviser 

The greatest problem of the Senior is voca- 
tional placement. Because of this situation the 
Senior Adviser is relieved of the vocational work. 
He is available, however, for any number of per- 
gonal conferences. Many questions of sex, reli- 
gion, finances, and course electives arise and the 
adviser should be familiar with the personal pro- 
blemse In addition, this officer must have com- 
plete information regarding the requirements of 
all high grade graduate schools in order to en- 
courage additional educational preparation. 

If, however, the Senior Adviser has a thor- 
ough knowledge of the occupational requirements 
and can supply sources of vocational information, 
he will be able to aid greatly the senior who 


Gomes to hime 


Director of Placements 
While many institutions are not enthusiastic 


about placement, we must admit that the business 
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college has an increasing responsibility to take 
care of the students that go out from its doors 
into the fields of business and industry. This 
does not mean that the personnel department 
must assume the function of securing positions 
for all students. It is organized, primarily, 
to help the student in search of his life's oc- 
cupation. 

Professor Wellman outlines clearly and brief- 
ly the work of the placement officer, when he 
says; 

"It is the duty of the placement officer to 
go understand business, to so understand the re- 
quirements of the various jobs that he can place 
men of these individual types or even men of 
mixed traits in positions which will make use of 
their greatest capacities." (1) 

An understanding of the problems of Manage- 
ment as well as a true picture of the student's 
interests, capacities and abilities is needed by 
the placement officer. It is well for the place- 
ment officer to familiarize himself with the at- 


titude of the employer about whom Le Be Hopkins 


ployment Services to Industry". <A paper pre- 
pared for the Eastern College Personnel Officers, 
Autumn Session, 1926, Vole I, No. 1, pe 10-11, 
Edited by Paul W. Viets, President. 
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of Northwestern complains. He says; 


"It is a common complaint of Management 
that the college man comes from his senior year 
into the business organization 'fat-headed, con- 
ceited, and lazy’ and that he considers because 
of his college education 'the world owes him a 
living’. Unfortunately, the tendency of former 
days on the part of the colleges and universities 
to admit any high school graduate who applied for 
admission and them to nurse him along from one 
flunked course to another has produced some such 
mene Management's complaint, however, arises much 
more frequently from an irritation caused by their 
own unfairness to the college men whom they have 
employed with promises that they frequently become 
annoyed because the college man expects them to 
keep their promises. 


"Ask one hundred managers where a college man 
can best start in their business and what are the 
successive steps in training and promotion, and 
ninety of them will reply that the college man 
must start at the bottom, and as for advancement, 
that depends on the man himself. Frequently, they 
add that there is always room at the top. 


“Such statements are bunk. Let the college 
man start at the bottom, by all means, but Manage- 
ment must recognize that if they start him there 
and leave him there, he is going to kick or get 
out, 12 he i189 any good. But in any case, his ad- 
vancement does not depend on the man himself any 
more than on the plan devised by the management 
for his being moved along from one step to the 
next when he has mastered each assignment. And 
when a company employs ten college men and has 
work for only one at the end of the training per- 
iod, Management must not become impatient and 
irritated because the other nine refuse to sit 
around waiting for some one to die in order that 
they too may advance. In many companies, that is 
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the only chance there is of there being room at 
the tep." (1) 


The selection of employees, as well as the 
work of the college vocational counselor, has 
always depended upon the interview. More and 
more the interview is dependent upon the tests 
of physical, intellectual and character traits. 
One of the duties of the placement officer is 
to prepare the student for the problem that he 
shall meet when interviewing employers. The 
college placement officer cannot hire iven 
though he feels that the student possesses the 
necessary mental and physical qualifications 
for a position. The task of placement depends 
entirely upon the student's ability to sell his 
own qualifications and personality to the pro- 
spective employer. 

The chief responsibility of the placement 
officer is to recommend applicants to positions 
for which they are best prepared. This, ina 
measure, includes guidance, especially when the 
(1) Le Be Hopkins, ieee eabel Work at North- 
western University”, Journal of Personnel Re- 


search, Williams & Wilkins Company, Baltimore, 
Vol. 1, 1922-1922, Pe 282. 
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personal qualifications are weighed against the 
job requirements. 

The guidance may induce a student to accept 
a vocation about which he has given no previous 
consideration, but for which he is particularly 
qualified. Again, it may discourage him from 
entering a position for which the placement offi- 
Ger believes him unqualified. 

By the time the student becomes a senior 
and appears for placement, the personal record 
card maintained by the statistician is valuable 
material. With the complete record it is possible 
to recommend the student intelligently, based upon 
opinions obtained from the advisers who have di- 
rected his course. 

In all cases of placement, the best inter- 
ests of the student are kept in mind. The place-~ 
ment officer must realize the financial position 
of the student by helping him select the proper 
position to start his vocational career. The 
business contacts that the officer has built up 


among employers is an important factor in taking 
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care of the students whose vocational inter- 
ests have not matured but whose financial con- 
dition warrants immediate employment. 

The director of the pergonnel bureau in 
cooperation with the placement officer is 
responsible for the supervision of the students 
who have full time employment. A period of 
supervised employment is required before a stu- 
dent receives a business degree, which means 
that upon completion of a four year academic 
training, the student must prove, before pre- 
senting himself as a graduate of the institu- 
tion, that he is qualified to meet the demands 
of business and put into practise the theoreti- 
cal knowledge absorbed. Basicly, five academic 
years of connection with the college are neces- 
sary, even though the final year is away from 
the college buildings. However, the student is 
given credit for satisfactory completion of 
this period of employment. 

The College of Business Administration, 


Boston University, has successfully instituted 
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the program for the supervised employment year 
which becomes a part of the personnel program 
presented in this paper. 

Dean Everett W. Lord of Roston University 
has recently written the following: 

"The vocational requirement of Ce. Be Ae 
when first announced thirteen years ago was unique. 
It was born of my desire to help college graduates 
through the difficult period of adjustment immedi- 
ately following their graduation - a period some- 
times all but fatal to fond hopes of business suc- 
cess. 

"The requirement of a year of supervised em-. 
ployment was regarded by some educators as of 
doubtful value, by many as an absurdity, and at 
first, I had to defend it at many gatherings of 
college men; gradually it won favor, and to-day 
it ig accepted as a highly desirable practise, 
adopted by many of our leading schools of busi- 
nesse" (1) 

The officer responsible for the supervised 
employment works individually with each student. 
The officer assists the student in making neces- 
sary adjustments and in settling other vocational 
problems that arise. He must be capable of mak- 
ing worthwhile contacts with business organiza- 
tions and of holding the confidence of the stu- 
dent8’ emplovers. Encouraging students through 
(1) Dean Raceatt We Lord. Special Letter 4S 
ten to Supervised Employment student's, October, 
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the periods of doubt and disappointment is an 
essential part of his work. 

The student on supervised employment is 
required to maintain contact with the person- 
nel bureau and to complete the work that is 
required of hime During the year the student 
is registered at the college and must notify 
the department whenever a change of employment 
is made. . 

During the year, and at frequent inter- 
vals, the student submits reportse These 
studies assist him in analyzing the problems 
with which he is confronted when seeking ad- 
vancement and promotione Among the more im- 
portant assignments,he is asked to study and 
report on the details of his job, the organi- 
zation of which he is a part, the products or 
the purposes of this business, the importance 
or the relations of the business to the econom- 
ic world, the history of the business in general, 
and the history of the business in the particu- 


lar concern with which he is connected. 
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Frequent reports from employees are received. 
Many times it is advisable and necessary for per- 
sonal calls to be made on employers who are di- 
rectly responsible for the veuaans*e. Work. 

The value of the supervised employment period 
is summed up briefly in the following statement 
made by Professor Horace Ge. Thacker of Boston Uni- 


versity; 


"At the same time, he is an employee, receiv- 
ing usual compensation for the work he has to do. 
He has more incentive to do his work well and to 
receive commendation and promotion, because he 
knows that his employer and the College are watch- 
ing him to see if he is qualified to receive the 
degree. In other words, in addition to the inher- 
ent desire that most young men have to make good 
in their college careers, the students of this 
College have their college degrees at stake. The 
Supervised Employment plan, then, acts as a spur 
to accomplishment, and it definitely dispels the 
abrupt change from College life to earning one's 
living." (1) 


The Supervised Employment plan is valuable 
for the proper and effective guidance of schools 


of business. 


(1) Horace G. Thacker, "The Vocational Plan of 
Boston University”. A report prepared for the 
Personnel Research Federation, August, 1928. 
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Summary 


Vocational guidance of college grade, es- 
pecially guidance for the commercial and indus- 
trial life, has absorbed a large part of the 
attention which the American public has given to 
educational problems. Popular interest in the 
personnel work of our colleges has spread notice- 
ably since the war. The numbers attending college 
have increased beyond our resources. 

This country is just beginning to realize 
the extent of its educational undertaking. Where 
once the colleges were satisfied to offer subject 
matter to the student who either learned or did 
not learn, now they are more interested in fitting 
the education to the individual. Each student is 
now considered ag an individual having his own 
capacities or peculiarities. 

An approach to vocational psychology includes 
a study of the pseudo-sciences that have developed 
through the years. The first chapter offers a 
brief historical background and development of the 


subjecte This study shows the futility of judgment 
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of character traits based upon the commercial 
systems of character analysis. It is obvious 
that effective personnel work must be approached 
by scientific psychological research. 

The widespread interest in personnel meth- 
ods immediately brought to the front ouas dif- 
ferent guidance programs based upon the work of 
the individual institutions. We find little 
uniformity in the methods used in the various 
institutions studied. The second chapter, how- 
ever, presents a number of programs used in dif- 
ferent sections of the United States and forms a 
bases upon which the fundamental plan for a per- 
gonnel program may be laid. 

The need for a personnel program in our 
business colleges is brought about by the rapid 
development of our industrial order. Our country 
was confronted with the problem of adjusting men 
by scientific methods to the jobs for which they 
were best fitted. It is only by means of coopera- 
tion and coordination among colleges throughout 


the country that a uniform and an effective pro- 
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gram may be adopted. 

For a better understanding of the work of 
a collegiate school of business it is important 
that we have in mind the complete organization 
of the component parts of the university. Chap- 
ter Four gives a picture of the different divi- 
sions of the college and the place of the per- 
sonnel department in relation to the administra- 
tive and educational divisions. This chapter 
also outlines the organization of the personnel 
department upon which the whole vocational guid- 
ance plan is based. 

Chapters Five and Six give a cross section 
of the work, activities,and accomplishments of 
the different phases of the personnel department. 
It is obvious that each member of the department 
has a vital relationship to the service that must 
be rendered both to the students and to the fac- 
ulty. 

From the foregoing we realize that the pro- 
blems of the young man.who is ambitious for a 


successful business career, are not solved by sim- 
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ply attending college. An intense interest in 
vocational guidance is needed. More and more 
we realize that the individual must be given 
sufficient vocational information and counsel 
concerning himself and the vocational choices 
open to him. 

It is the ultimate purpose of this paper 
to provide a program that will assist the stu- 
dent to choose more wisely, thereby avoiding 
the tragedy of a misfit life. A personnel pro- 
gram that gives success and happiness to the 
individual is a distinct benefit to society and to 
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